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For instructions on installing and starting Microsoft Excel, see Getting Started. 
For a hands-on tutorial, see “Learning Microsoft Excel” in Getting Started. 
For a set of online lessons about Microsoft Excel, see the Microsoft Excel 


Tutorial. Start the tutorial by double-clicking the Microsoft Excel Tutorial icon tn Spreadsheet with Business Graphics and Database 


the Microsolt Excel folder. 


For complete information on using Microsoft Excel, including procedures, tips, Version 3.0 
and troubleshooting, see the User’s Guide. Apple. Macintosh. Series 


To learn how Microsoft Excel differs from Lotus 1-2-3 and how to convert files, 
see Chapter 2, “Using Lotus 1-2-3 with Microsoft Excel” in the User’s Guide. 


For a description of the sample worksheet models and macros included on 
your Microsoft Excel disks, see Appendix B, “Microsoft Excel Library” in the 
User's Guide. 


For complete descriptions of all worksheet and macro functions, see the 
Function Reference. 


For instant access to reference information on your computer screen, use online 
. ‘ . . ‘ ) 
Help. Choose Help from the Microsoft Excel Window menu. 


For a guide to the Microsoft Excel screen, see the Quick Reference. 


For a list of keyboard shortcuts and capsule descriptions of worksheet functions, 
see the Quick Reference. 


For a conversion table of Lotus 1-2-3 commands, see the Quick Reference. 
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Before You Begin 


Microsoft» Excel provides the automated business tools you need for your 
projections, calculations, and data analysis as well as the presentation tools you 
need for reporting your results: 


=e Worksheets You can store, manipulate, calculate, and analyze data such as 
text. numbers. and formulas on a worksheet. You can also create graphic ele- 
ments such as straight lines, are segments, rectangles, ovals, text boxes, or 
buttons on your worksheets or macro sheets. 


s Databases You can conveniently manage a database on a worksheet, using 
standard database operations. 


» Charts You can quickly present your worksheet data visually in a chart. 
You can either create a chart directly on your worksheet or you can creale a 
chart as a separate document in a separate window. In addition to choosing 
one of many built-in variations of two-dimensional (2-D) and three-dimen- 
sional (3-D) chart types, you can customize any chart to appear the way you 
want. 


= Macros You can automate frequently performed tasks, perform specialized 
calculations, and customize Microsoft Excel by creating and storing your own 
macros on a macro sheet. 


The Microsoft Excel User's Guide describes Microsoft Excel features and gives 
procedures for using them to complete the tasks you want. This book assumes 
that you have installed Microsoft Excel by using the procedures given in 
Microsoft Excel Getting Started 


The Microsoft Excel User's Guide is intended for Microsoft Excel users of all 
proficiency levels. The information is organized into chapters that describe a 
particular task and list the procedures to accomplish the task you want. For 
example, if you want to create a chart from your worksheet data, you would turn 
to Chapter 11, “Creating a Chart.” 


Each chapter is divided into several sections. To help you find the information 
you want, each section begins with a brief introduction followed by a table of 
cross-references to related sections, 

A table of contents and an index are also provided. In addition, a table of contents 


for each part lists the chapters in that part, and a table of contents for each chapter 
lists the sections in each chapter. 
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The following illustration shows you how the information ts presented in a 
chapter. 
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Step-by-step procedure 


MORE ABOUT 


Information. such as how Microsolt Excel sorts numbers that are entered as text 
values, you would go to “Guidelines” in “More About Sorting a Database” to find 
this information, 


The Microsoft Excel User's Guide ty divided into six parts, as shown in the 
following table: 


Go to For information on 
Part 1, “Introduction to The basic skills you'll use while working with Microsoft 
Microsoft Excel” Excel. In addition to describing how to use online Help 


when you need a question answered quickly, this part 
also describes how to use the mouse and keyboard 
and how to work with windows, menus, commands, 
and dialog boxes. A list of keyboard shortcuts is also 
provided 


lf you use Lotus 1-2-3, you can read Chapter 2, “Using 
Lotus 1-2-3 with Microsoft Excel,” to learn how 1-2-3 
compares to Microsoft Excel and how you can convert 
your 1-2-3 files to Microsoft Excel files. 


Part 2, “Worksheets” Creating, using, editing, formatting, organizing, 
documenting, and calculating a worksheet. This part 
also describes how to work with data from multiple 
documents. 


Part 3, “Databases” Creating, using, and sorting a database on a work- 
sheet. as well as using the database functions. This 
part also gives instructions for using the data form, 
a tool that simplifies many database operations. 


Part 4, “Charts” Creating, editing, and formatting a chart. 
Part 5, “Creating Reports Creating graphic objects with the tool bar, combining 
and Printing” them with your Microsoft Excel documents, and ex- 


changing graphics with other applications. This part 
also describes how to set up your printer and format 
your document for printing, and how to preview your 
pages and print your document. 


Part 6. “Customizing and _— Setting up your workspace based on your preferences 
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For example, if you want to sort the data in a database, you would read the 
section called “Sorting a Database” in Chapter 9. The first part of the section 
describes how you can use Microsoft Excel to reorganize your data and gives the 
procedure for sorting a database. However, if you want to know more detailed 


protect the data in your documents, write a custom 
function, design and create command macros to 
automate tasks, and create custom applications by 
using custom dialog boxes and custom menus. 


Following Part 6 are several appendixes, which include specific information 
about Microsoft Excel features and specifications, instructions for using the 
sample macro library and for creating your own worksheet models, and intor- 
mation on using Microsoft Excel with networks. 
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Microsoft Excel also includes a context-sensitive online Help system: By 
pressing COMMAND+SLASH (/), you can get explanations of commands, dialog 
box options, and screen messages. For information on using online Help, see 
“Using Help’ in Chapter I. 


Conventions in Microsoft Excel Documentation 


Before you start using Microsoft Excel, it's important to understand the terms und 


notational conventions used in the documentation. 


General Conventions | 


The word “choose” is used for carrying out a menu command or a command 
button in a dialog box. 


The word “select” is used for highlighting the part of the worksheet, chart, 
or macro sheet that you want your next action to affect, and for selecting a 
specific dialog box option. 


Commands you choose are given with the menu name preceding the 
command name. For example, the phrase “Choose File Open” tells you to 
choose the Open command trom the File menu, This naming convention 
describes the sequence you follow in choosing a command-—first you select 
the menu, and then you choose the command. 


The phrase “Choose OK™ means that you can either click the OK button with 
the mouse or press the ENTER key on the keyboard to carry out the action you 
want. 


Bold type in text and procedures indicates words or characters you type. 


fralic type indicates important terms introduced in the section. Titles of other 
books in the Microsoft Excel package, such as the Microsoft Excel Function 
Reference, also appear in italic type. 

Bulleted (@) lists, such as this one, provide information but not procedural 
steps. 


To make it easy to locate procedures in the text, each procedure heading ts 
preceded by a special symbol ( #4448 ). A numbered list (1,2, ...) indicates a 
procedure with two or more sequential steps. A triangular symbol (¥) 
indicates a procedure with only one step. 


Whenever possible, general procedures are given that apply to both the mouse 
and the keyboard. When separate mouse and keyboard procedures are listed 
under one procedure heading, you can identify each procedure by a mouse 
icon ( @ ) or a keyboard icon ( @ ) in the left margin. 
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Keyboard Conventions 


Key names match the names shown on most keyboards and appear in small 
capital letters. For example, the Shitt key appears as SHIFT. 


The RETURN key and the ENTER key usually pertorm the same acwion in 
Microsoft Excel. In this book, “Press ENTER” means that you can press either 
ENTER or RETURN, unless specifically stated otherwise. 

A plus sign (+) used between two key names indicates that you must press 
both keys at the same time. For example, “Press COMMAND+ S* means that 
you press the COMMAND key and hold it down while you press the S key; this 
is the keyboard shortcut for saving your document. 


A comma (.) between two key names indicates that those keys must be 
pressed sequentially, For example, “Press PERIOD, F, ©" means that you press 
the PERIOD key on the keypad and release it, press F and release it, and then 
press O and release it. This ts the keyboard method tor choosing the File Open 
command. 


The keys that you use to move around in Microsoft Excel are called movement 
keys; they include the ARROW keys (UP, DOWN, LEFT, and RIGHT), HOME, END, 
PAGE UP, PAGE DOWN, and their related key combinations such as 
SHIPT+HOME. 


The following keyboard conventions apply if you're using an extended keyboard. 


Keypad refers to the square group of numeric keys to the right of the standard 
keyboard keys. You can use these keys to enter numbers, by turning on Num 
Lock. or you can use these keys as movement keys, by turning off Num Lock. 
Press SHIFT+NUM LOCK (CLEAR) to turn Num Lock on and off. 


In addition to the four ARROW keys on the extended keyboard, you can use the 
2, 4,6, and & keys on the keypad as ARROW keys (when Num Lock is off). 
The 2 key on the keypad is the DOWN ARROW key, the 4 key on the keypad ts 
the LEFT ARROW key, the 6 key on the keypad is the RIGHT ARROW key, and 
the & key on the keypad ts the UP ARROW key. 


In addition to pressing COMMAND+PERIOD to cancel an action, you Can press 
ESC, 

In addition to pressing COMMAND+SLASH (/) lo access online Help, you can 
press the HELP key. 


In addition to pressing PERIOD on the keypad to activate the menu bar. you 
can press the SLASH (/) key. 
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Microsoft Product Support 


If you have a question about Microsoft Excel, first look in the Microsoft Excel 
User's Guide or consult online Help for the solution. If you cannot tind the 
answer, contict Microsolt Product Support stall, 


Within the Linited States, call Microsoft Product Support staff by dialing the 
telephone number on your registration card. 


Outside of the United States, contact the Microsoft Product Support staff at the 
Microsoft subsidiary office closest to you. A set of stickers listing the names and 
addresses of all Microsoft subsidiary offices is included in your package. For 
future reference. you should place the sticker that lists the Microsolt Product 
Support office closest to you in a location that is easily accessible. such as the 
inside of the back cover of the Microsoft Excel User's Guide. 

When you call, you should be near your computer and have your copies of the 
Microsoft Excel User's Guide and it applicable, the Microsoft kvcel Function 
Reference at hand. You should be prepared to give the following information: 


es The version number of the product you are using 

a The type of hardware you are using 

e The exact wording of any messages that have appeared on your screen 
ae What happened and what you were doing when the problem occurred 


a How you tried to solve the problem 
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Microsoft Excel Basics 


Before you can use Microsoft Excel's powerful worksheet and 
graphics capabilities, you first need to learn some basic skills. This 
chapter gives instructions for installing and starting Microsoft 
Excel. In addition to describing how to use online Help when you 
need a question answered quickly, this chapter explains how to use 
the mouse and the keyboard to choose commands and select dialog 
box options, and summarizes how to work with windows, 


Table of Contents 
installing Microsoft Excel ... 3 


Starting Microsoft Excel ... 4 
Choosing Commands ... 5 
Using Help ... 16 

Working with Windows ... 20 
Using the Mouse ... 27 

Using Keyboard Shortcuts ... 29 








Installing Microsoft Excel 


IMPORTANT 


Le 


Your first step in using Microsoft Excel is to install Microsoft Excel on your hard 
disk. 


For information on Microsoft Excel system requirements, see Microsoft Excel 
Getting Started. 


Although Microsoft Excel is not copy-protected, you may make copies only for 
your personal use. For complete details, please read the license agreement on 
the disk package. 


su Installing Microsoft Excel 
1 Insert the disk labeled “Setup” in the disk drive. 
2 Double-click the Microsoft Excel Setup icon. 


3 Follow the instructions on the screen to enter your name and organization, and 
choose OK. 
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4 Decide which options you want to install. Microsott Excel installs all of the 
options with check boxes tumed on. 


If you don’t want to install a particular option, tum its check box off, 


As you turn the check boxes on or off, compare the Total Space Required and 
Space Available totals in the dialog box to make sure you have enough space 
for the installation. 


5 In the list. select the folder into which you want to install Microsoft Excel 
and/or the selected options. 


To create a new folder, choose the New Folder button. Type the folder name 
in the New Folder box and choose the Create button. The new folder is added 
to the list. 


6 Choose the Install button. 
7 Follow any further instructions that appear on the screen. 


When the installation procedure is complete, you are returned to the Finder. 


Starting Microsoft Excel 


Le 


After you have installed Microsoft Excel, you can start the application. 


mu Starting Microsoft Excel 

1 Double-click the Microsoft Excel folder. 

2 Double-click the Microsoft Excel icon to start Microsoft Excel and create a 
new worksheet. 

mut Starting Microsoft Excel and opening a document directly 


You can use the Microsoft Excel icons in the Finder to start Microsoft Excel and 
create a new worksheet or open existing documents, 


To Double-click 
Start Microsoft Excel and create a new Pe 4 
worksheet 


Microsoft Excel 


Start Microsoft Excel and open an 


existing document im, as] cals] 


Worksheet Macrosheet Chart 
Start Microsoft Excel and open the 
documents you had open when you 
saved the workspace Workspace 


Choosing Commands 


Microsolt Excel commands are grouped on menus, The menu names appear in 
the menu bar displayed across the top of the screen. Depending on the type of 
document you're working in, a different menu bar is displayed. For example, if 
you're working ina worksheet or a macro sheet, you see the worksheet menu bar: 
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When vou work ina chart, you see different menu names in the chart menu bar. 











For information on See 

Opening document windows “Opening an Existing Worksheet” in Chapter 3, 
“Opening an Existing Chart’ in Chapter 12. and 
“Creating and Opening a Macro Sheet” in 
Chapter 18 


Using, selecting, sizing, moving, “Working with Windows" later in this chapter 
and arranging windows 


Scrolling through a document “Selecting Cells and Moving Around the 


window Worksheet” in Chapter 3 
Closing document windows “Closing a Worksheet Window" in Chapter 3 
Keyboard shortcuts for choosing “Using Keyboard Shortcuts” later in this chapter 


commands and dialog box options and the Microsoft Exce/ Quick Reference 
directly 


Online Help also provides information on choosing commands. To display online 
Help, choose the Window Help command. If you are using system software 
version 7.0 and the Help command does not appear on the Window menu, display 
Help by pointing to the Help menu icon and choosing the Microsoft Excel Help 
command. For information on a specific command, select the Commands topic. 
For information on using online Help, see the next section, “Using Help.” 


Choosing a Command 


You choose commands from Microsoft Excel menus using the mouse the same as 
you do in other Macintosh programs. A description of the selected menu item 
appears in the status bar at the bottom of the Microsoft Excel window. You can 
also use the keyboard to choose commands. 
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When you choose a command name that is followed by an ellipsts (...), Microsoft | In Microsoft Excel. a few additional commands become available when you hold 
Excel displays a dialog bow so you can enter More information or select options down the SHIFT key and select a menu. The tollowing shifted commands are var- 
| before carrying out the command. A dialog box may include areas in which you jations of commands normally displayed on a few worksheet and chart menus. 
enter text or numbers and view or change settings for options related to the ' 
command. Or itimay simply display additional information or a request for Regular command Shifted command 
contimiation File Close File Close All 
You can use key board shortcuts to choose many of the most frequently used Edit Copy Edit Copy Picture 
menu commands. On the menu, keyboard shortcuts are shown next to the Edit Fill Right Edit Fill Left 
li ume whic 'y are available. 
| command name tor which they are avatlable Edit Fill Down Edit Fill Up 
| Edit Paste Edit Paste Picture 
An ellipsis inoicates that the command displays a aalog box 
Edit Paste Link Edit Paste Picture Link 
With keyboard shortcuts, you can Options Calculate Now Options Calculate Document 
- bar Menu bypass menus 
é Bi it Formula jormat Data Options Macro TELL Choosing a command from a menu 
~ =F i812) lela) _) Se “e | 
*0 ® | (wiz) (1213) |) bold In Microsoft Excel, commands are referred to by the menu name and the com- 
20 Seah cuene’ —_ mand name. For example. the Open command on the File menu ts called the File 
ei ei a mm ; Open command. 
ci 965 You can choose commands with the mouse or the keyboard. The PERIOD key on 
Save As... | the numeric keypad activates the menu bar when Num Lock ts off. (When Num 
Save Workspace... | Lock is on, the message “NUM” appears in the status bar and pressing PERIOD 
Delete... enters a period. Press SHIFT+NUM LOCK (CLEAR) to turn Num Lock on or off.) 
| When the menu bar is activated with the keyboard, Microsoft Excel underlines 
Print Preview one letter of every menu name and command name. Each underlined letter is the 
Page Setup... m2 ; » kevboard a A ; ae and. F 
Print sep | one you press on the keyboard to select a menu or choose a command. For more 
information on displaying command and menu underlines, see “More About 
Quit #0 | Choosing Commands,” later in this section. 
| g 1 To display the menu that contains the command you want, point to the menu 
| name in the menu bar, 
| 2 Drag to the command you want to choose. 
| If the command name ends in an ellipsis (...), Microsoft Excel displays a 
| dialog box prompting you for further information after you choose the com- 
| mand; otherwise, Microsoft Excel carries out the command immediately. 
| if the command displays a dialog box, specify the information needed. 
| When you finish with the dialog box, click the appropriate command button to 
a. aan 4k carry oul the command. 
RGOR, C1OSS, SANS, OF AFIS? GRCANa In most cases, clicking the OK button carries out the command. In a few 
Fin states har describes utat the selected command does cases, the command button that carries out the command may be labeled with 


a term such as Open or Find Next. 


Some command names occasionally appear dimmed. This indicates that the 
command does not apply to the current situation or that you may need to make 
| a selection or complete an action before choosing the command. 


se 


— 


1) To activate the menu bar, press PERIOD on the numeric keypad or press the 
alternate menu key (assigned to SLASH (/) intially). 


The File menu name appears selected, indicating that the menu bar ts now 
active. One letier of every menu name ts underlined. 


2 Toopena menu, press the key for the underlined letter in the name of the 
menu you want to display. 


3 Press the key for the underlined letter in the command you want to choose. 


If the command name ends in an ellipsis (...), Microsoft Excel displays a 
dialog box prompting you for further information after you choose the 
command; otherwise, it carries Out the command immediately. 


4 If the command displays a dialog box, specify the information needed. 


When you finish with the dialog box, choose the appropriate command button 
to carry oul the command. 


In most cases, pressing ENTER chooses the OK button and carries out the 
command. Ina few cases, the command button that carnes out the command 
may be labeled with a term such as Open or Find Next and you press ENTER to 
choose it. To choose any other button, press COMMAND and the key for the 
underlined letter in the command button. To choose the Cancel button, press 
COMMAND+PERIOD. 


For information on selecting options, entering information, and moving around in 
a dialog box, see “Working in a Dialog Box,” later in this section. 


sua ~ Choosing commands with the SHIFT key 


1 To select a menu with a shifted command, hold down SHIFT and point to the 
menu name you want. 


2 Drag to the command you want to choose. 


1 To select a menu with a shifted command, press PERIOD on the numeric 
keypad, or press the alternate menu key (assigned to SLASH (/) initially). 


2 Hold down sitiFr and press the key for the underlined letter in the menu name 
you want. 


3 Press the key for the underlined letter in the command you want to choose. 


sun Undoing a command or action 


If you change your mind or make a mistake while working on a document, you 

can choose the Edit Undo command to reverse certain commands and actions 
immediately after you complete them. The Undo command on the Edit menu 

changes to show the most recent command or action that is affected by Edit 

Undo. If Edit Undo does not apply. the words “Cant Undo” appear dimmed on | 
the menu. Remember, you can undo only the last command you chose or the last 
cell entry you typed. 


IMPORTANT 


Le 


© 





You cannot undo the File Delete, Data Delete, or Data Extract commands. 


P Choose Edit Undo. 


Microsoft Excel changes the command name displayed on the Edit menu to 
Redo. If you want to reverse the Undo command itself, choose Edit Redo. 


SAEED 





P Press COMMAND+Z. 


Microsoft Excel changes the command name displayed on the Edit menu to 
Redo. If you want to reverse the Undo command itself, press COMMAND+Z 
again. 


sun Repeating a command or action 


If you want to repeat the last command you chose, for example when you're 
applying the same formats to different groups of cells, you can use the Edit 
Repeat command. The Edit Repeat command is available for any command that 
can be repeated. For example, this command ts not available when you choose the 
File Close All command, because there would be no open windows to close. 
When the Edit Repeat command does not apply, the message “Can't Repeat” 
appears dimmed on the menu. 

> Choose Edit Repeat. 


Microsoft Excel repeats the last command you chose, including any options 
you changed in the dialog box. 


> Press COMMAND+Y. 
Microsoft Excel repeats the last command you chose, including any options 
you changed in the dialog box. 

sus’ Canceling a command or closing a menu 

> if a menu is open, click anywhere outside the menu and menu bar. 


If a dialog box is open, click Cancel. 


> To cancel a command or close a menu, press COMMAND+PERIOD 


If a dialog box is open, press COMMAND+ PERIOD 


aut Displaying short menus or full menus 


Short menus contain the commands used most frequently for routine worksheet, 
database, and chart tasks. Using short menus makes it easy to learn the basic 
commands so you can become productive quickly. Full menus contain all the 
commands on short menus plus commands for more advanced or specialized 
tasks. When you start Microsoft Excel for the first time, full menus are displayed. 
If you’re new to Microsoft Excel, you may prefer to see short menus. 


en a OL LETT TE OOOO OC 


wees ct 


/ 
10 Chapter 1 Microsoft Excel Basics 
EE Tete toh Yet KS 









P To switch to short menus from full menus, choose Options Short Menus, or 
Chart Short Menus tf the active document ts a chart. 


To switch back to full menus from short menus, choose Options Full Menus 
or Chart Full Menus if the active document ts a chart. 


Working in a Dialog Box 


When you choose a command that has options, Microsoft Excel displays a dialog 
box. A dialog box may include areas in which you enter text or numbers and view 
or change settings for options related to the command. Or it may simply display 
additional information or a request for confirmation. 


A command name followed by an ellipsis (...) on a menu indicates that Microsoft 
Excel displays a dialog box after you choose that command. For example, the 
following illustration shows the Format Font dialog box that appears when you're 
working in a chart and choose the Format Font command. This dialog box con- 
tains most of the elements found in dialog boxes. 


Some dialog box options occasionally appear dimmed. This indicates that the 
option does not apply to the current situation or that you may need to make a 
selection or complete an action before selecting the option. 





Font 


Courier t - 

Geneva [_} ttalic Cancel Command 
Helvetica [ ] Undertine aaa buttons 
Monaco [ ] Strikeout 

New York [ ] Outline (Patterns... ] 

Palatino (_] Shadow —_— 





AeBbCcY¥yZz | 
C)Transperent _) White Out | 


Drop-down iist Command button labeled with 

related command name carnes 

out the changes in this dialog box and 
opens the dialog box for that command 











Option button (selected) 


a 
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List box A listol available choices for the command. You can scroll 


through the list to see additional choices. 


Text box A box in which you type information (text or numbers) needed to 
carry out the command, When a teat box 1s attached to a list box, you can 
either type a response or select a response from the attached list. 





Drop-down list A list of available choices for the command where only 
one item in the list is displayed. To display the full list, point to the arrow and 


hold down the mouse button. 


Option button One of a group of related options, you can select only one 
option in a group at a time. When an option is selected, a black dot appears 1n 


the small round button. 


Check box An option that can be turned on or off. Unlike option buttons, 
you can tum on as many check boxes as you want, even if they are in a group. 
When a check box is turned on, an “X” appears In the box. 


A check box may appear dimmed tf an option is already in effect for some but 
not all the cells ina selected range. If you want the option to apply to all cells 
in the selection, turn on the check box. If you want to cancel the option for all 
cells in the selection, turn off the check box. 


Command button — A rectangular button labeled with the action it carries 
out. A bold border indicates that the command button is the default and will 
be chosen automatically if you press ENTER. 

You choose a command button to carry oul the command, cancel the com- 
mand, or display more options. In most cases, OK is the default button and 
choosing OK closes the dialog box and carries out the command. In a few 
cases, the default command button may be labeled with a term such as Open 
or Find Next. Choosing Cancel closes the dialog box and cancels the com- 
mand: Microsoft Excel ignores any changes you made in the dialog box. 
Choosing a command button with an ellipsis after the name carries out the 
command for the currently displayed dialog box and then immediately opens 
the dialog box for the command labeled on the command button. For example, 
if you're working in a chart and you choose the Patterns button in the Format 
Text dialog box, Microsoft Excel accepts the current settings in the Format 
Text dialog box and opens the Format Patterns dialog box. 
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mus Moving and selecting in a dialog box 


g The following illustration shows how to use the mouse to move around and select 
options in a dialog box: 


Click scroll arrow to scroll one line at a time, click gray area below scroll box 
fo scroll several lines, drag scroll box to go to a specitic part of the list 







Click to turn a check Click to choose a 
box on or off command button. 


Style 


Courter & Bold 
Geneva (] ttalic 
Helvetica (] Undertine 
Monaco (_) Strikeout 


New York (Cj Outline { Patterns... } 


Palatino * i} C] Shadow 


Sample 
AeBbCcVyZz | 
le Automatic [© Iransparent © White Out | 


Click arrow to display choices; drag to select choice. 





Click to select an option button. 
Click where you want the insertion point when editing in a text box. 
hn can also use the following mouse techniques to move and select in a dialog 
OX: 


# Double-click a list item or an option button to select the option and carry out 
the command. 


= i the check box label to turn it on or off, or click the option button label to 
select tt. 
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Phe following illustration shows how to use the keyboard to move around and . 
select options in a dialog box. 


When the menu bar is activated with the keyboard, Microsoft Excel underlines 
one letter of each menu, command, and dialog box option. Pressing the key for 
the underlined letter chooses that menu or command. In dialog boxes, press 
COMMAND plus the key for the underlined letter to select the option. For more 
information on displaying command, menu, and dialog box option underlines, 
see “More About Choosing Commands,” later in this section. 


To activate the menu bar with the keyboard, press PERIOD on the numeric key- 
pad when Num Lock ts olf, or press the allernate menu key (assigned to SLASH) 
initially). (When Num Lock is on, the message “NUM” appears in the status bar 
und pressing PERIOD enters a period. Press SHIFT+NUM LOCK (CLEAR) to turn 
Num Lock on or off.) 

















Press COMMAND+key for underlined 
letter to move to a list 50x or fo Press COMMAND+PERIOD [0 
turn a check box on or oft choose Cancel button. 


Press ENTER to 
choose OK button. 





Press UP ARROW oF DOWN 
ARROW to scroll in a list box. 
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Press COMMAND+C to display choices. Press UP 
ARROW OF DOWN ARROW to move selection cursor to 
choice. Press ENTER to select choice. 





Press COMMAND+key for underlined letter to select an option button. 


Press COMMAND+key for underlined letter fo 
choose command button for related command. 
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nin Editing in a text box 


Some dialog boxes have text boxes in which you type text or numbers needed to 


carry out the command. What you type appears to the lett of the insertion point, 
which shifts existing text to the right as you type. 


When you want to edit an existing entry ina text box, you must first select the 
text box. The entire entry in the text box is highlighted and the insertion point 
uppears at the end of the highlighted text. When you start typing, the highlighted 
text is deleted and replaced with what you type 


To edit multiple lines of text in a scrollable text box, use the procedures and tech- 
niques for editing in a regular text box, plus the UP ARROW and DOWN ARROW 
keys to move between lines. The Formula Note dialog box displays a scrollable 
text box in which you can type multiple lines of text. 


Use the mouse techniques in the following table to select in a text box. To edit in 
a text box, use the techniques shown in the keyboard procedure. 


To Do this 
Move insertion point within text box Click where you want insertion point 
entry 


Select or extend selection Drag to extend selection 


Use the techniques in the following table to edit in a text box with the keyboard. 


To 


Press 
Move one character left or right, scroll LEFT ARROW OF RIGHT ARROW 
through text that extends beyond border 
of text box 


Clear character to left of insertion point OELETE 


MORE ABOUT 


More About Choosing Commands 


cart Guideline 


Worksheet, Chart, Info, and Null Menu Bars Vhe lollowing iustrations show the 
names of menus that can appear in the menu bar 
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Worksheet menu bar 9 Appears when a worksheet or a macro sheet window 




















= Worksheet |= 
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Chart menu bar = Appears when a chart iIndow ts active: 


























Info menu bar — Appears when the Info window ts active: 


Info Macro Uhndow 


hesua Jt) [=] * pads] (5) (fz) ererel (1 for fj Calne 
= ads 








Null menu bar — Appears when no documents are active OF Open: 








— OO 





Using the ARROW Keys to Choose Commands You can also use the ARROW keys 
to select a menu and choose a command after you press PERIOD on the numeric 
keypad (with Num Lock off) to activate the menu bar. Use the RIGHT ARROW and 
[EET ARROW keys to move across the menu bar and press ENTER to open the 
selected menu. Press the UP ARROW and DOWN ARROW keys to move through a 
and press ENTER to choose a selected command. 
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MORE ABOUT 


Using Help 


Displaying Command and Menu Underlines — With the Options Workspace 
command, you can specily whether the menu and command underlines are 
always displayed, never displayed, or displayed only when you use the keyboard 
to choose commands. To select one of these options, choose Options Workspace 
und, under Command Underline, select On, OF, or Automatic and choose OK 
The On option displays the underlines all the ime, the OFf option turns the 
underlines off, and the Automatic option displays underlines only when you use 
the keyboard to activate the menu bar. This setting applies to all your Microsoft 
Excel sessions until you change the setting. 


Moving Around a Dialog Box When Command Underlines Are Not Displayed |i 
the Command Underline option is turned off in the Options Workspace dialog 
box, you can sull use the COMMAND key combinations to move between items in 
a dialog box. For example, in the Format Fonts (charts) dialog box, you can press 
COMMAND+P to choose the Patterns command button even though the underlines 
ure not displayed, 


You cannot display command underlines in the dialog boxes for the following 
commands on the File menu: File Open, bile Save, bile Save As, File Save 
Workgroup, and File Print. However, you can use the COMMAND key com- 
binations to move between ditlow box items. 


Specifying an Alternate Menu Key Instead of pressing PERIOD on the numeric 
keypad (or SLASH (/)) to activate the menu bar, you can assign another key to 
choose commands with the keyboard. To do this, choose the Options Workspace 
command and, in the Alternate Menu Key box, type the new key and choose OK. 
This setting applies to all your Microsoft Excel sessions until you change the 
setting. 


The PERIOD key on the numeric keypad always activates the menu bar when 
Num Lock ts off. (Press SHIFT+NUM LOCK (CLEAR) to turn Num Lock on or off.) 
“NUM” appears in the status bar if Num Lock is on. If you have an extended 
keyboard, you can also press F10 to activate the menu bar. 


Microsott Excel Help is a complete online reference tool you can use at any time. 
Help ts especially useful when you need information quickly or when your 
Microsoft Excel User's Guide ts not available. Help contains a description of each 
command and dialog box, and explains many procedures for accomplishing 
common tasks. For example, you can use Help to check the procedure for 
changing the column width or the keyboard shortcut for a particular command 
When you finish reading the Help information, Microsoft Excel displays your 
worksheet, chart, or macro sheet with everything exactly as you left it. 


—EEEE ne 


NOTE 








Microsolt Excel Help provides: 


s Information on Microsoft Excel commands, concepts, basic tasks, parts of the 
screen, and worksheet functions. 


as Help ona selected command, an open dialog box, or a message. 


a The ability to “jump” to a related topic or definition of a term. 





s Microsoft Excel equivalents for Lotus |-2-3 commands. 

You use the various parts of Microsoft Excel Help by selecting topics and 
choosing buttons in the Help window. Help information ts displayed in its own 
window—you can move and size the Help window just as you would any 
document window. 


For information on See rey 
Choosing a command “Choosing Commands” earlier in this chapter 


Selecting, moving, and sizing a “Working with Windows” later in this chapter 
window 


Scrolling through a window “Selecting Cells and Moving Around the 


Worksheet” in Chapter 3 


Getting Help 

When you are working in Microsoft Excel, you can get help any time you want it. 

Microsoft Excel Help displays different information, depending on what is on 

your screen when you request help. 

= Ifacommand is chosen on a menu or a dialog box is open, the Help window 
displays information about that command and each option in the dialog box. 


a If amessage displayed by Microsoft Excel is on the screen, you see a topic 
about that message. The Help topic helps you decide how to solve the prob- 
lem that caused the message. 


= If you ask for Help at any other time, you see the index of Help topics dis- 
played in the Help window. You can select any topic in the list. The proce- 
dure “Jumping to a Related Help Topic,” later in this section, explains how 
to move from topic to topic. 


Microsoft Excel supports Balloon Help if you are using system software version 
7.0. If the icon for the Help menu does not appear on the menu bar, you need to 
switch to the Finder to turn Balloon Help on or off. See your system software 
version 7.0 documentation for information on using Balloon Help. 
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sun Getting help 
Pm Press COMMANIDM+SLASH (/). 


If you have an extended keyboard, press HELP. 


sun —Getting help on the command or screen element you specify 


Another way to choose Help is to use the mouse to specify the command or the 
part of the window you want help on before opening the Help window, 


1 Press COMMANIMQUESTION MARK. 
If you have an extended keyboard, press SiFT+HELP. 
The mouse pointer changes to a question mark. 
2 Choose the command or click the window feature you want help on. 


If you choose a command, you get help on that command instead of carrying 
itout. I you click a window feature. Microsoft Excel displays the related 
Help topic. 


ais Getting help on Help 


If you forget how to use a Help feature while you are using Help, you can even 
get help on Help. 


1 Choose Window Help. 
2 Select Using Microsolt Excel Help either by clicking it with the mouse or by 
using the ARROW keys to select the topic and then pressing ENTER. 


3 Select the topic that you want more information about. 


Moving Around in Help 


Once you are mn Help. there are several ways you can move to other topics to find 
exactly the information you want, including: 


es Jump terms 
a Delined terms 
ea Back button 
e Topics button 


f y *2 zi » . Ye,» j ‘ . 
You can also use the Previous and Next buttons to step through Help topics. 


sun Jumping to a related Help topic 


Many topics include jump terms. Jump terms are used to go to topics related to 
the topic in the Help window. Jump terms are underlined with a solid line. When 
you select a jump term, Help “jumps to” and displays the Help topic for that term 
Some topics consist entirely of jump terms. | 
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P Double-click the underlined jump term 


1 Press TAB until the jump term is selected, 


2 Press ENTER. 





mun Displaying a definition 
Many topics also include defined terms Defined terms are underlined with a 


dotted line. When you display the definition, appears ina box that overlaps the 
Help window. The “Definitions” topic contains every defined term used in the 


Microsolt Excel Help Index. 
1 Point to the term you want defined, 


2 Hold down the mouse button. 


ene sh il ee vse 


A definition of the term appears on the sercen and remains there as long as 
you hold down the mouse button 


Press TAB until the term you want defined is selected. 
2 Hold down ENTER. 


A definition of the term appears on the screen and remains there as long as 
you hold down ENTER, 


sun Moving back through Help topics 


The Back button in the Help window is used to step back through all the topics 
you have viewed since opening the Help window. 


1 Choose Window Help. 


2 Select Using Microsott Excel Help either by clicking it with the mouse oF by 
using the ARROW keys to select the topic and then pressing ENTER. 


3 Select the topic that you want more information about. 


nua Returning to the list of Help topics 


If you want to see the list of Help topics, you can returm lo the index of Help 
Lopics. 


Pm Click the Topics button. 


Returning to Your Work 


When you finish using Help, close the window to return to your work. 


ain Exiting Help 


© ® Click the close box or the Cancel button in the Help window. 


©@ Pe Press COMMAND+PERIOD. 
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| Getting Help on Lotus 1-2-3 Commands 


Microsoft Excel Help includes topics for getting help on Lotus 1-2-3. For 

| information on conversion between Lotus |-2-3 and Microsoft Excel and using 
the Lotus 1-2-3 Help topic, see Chapter 2, “Using Lotus 1-2-3 with Microsoft 
Excel. 


Working with Windows 


In Microsott Excel, you view a document or work on it ina window, There are 
three types of Microsolt Excel documents: 


8 Worksheet 
® Chart 
® Macro sheet 


Each document ts displayed in a separate Microsoft Excel window. You can use 
the mouse to scroll through, switch between, size, move, or close windows as you 
would in any other Macintosh application. 


Worksheet document Macro Sheet document 


’ 
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Geos 0 | +1 iel=3) &) 17) els) CO Coc a a 
f 











6 __ | 9/7/1990 121538 PN 
OBS vorkshee) Sap /F Macrol 
= ey oe je] Bt 7 ee Se er 8 
ae Start Date = January, ; Names Formulas 



































J 
EN 2 : 
3 |Date Date : Dete Amo 3 Switch Detebeses (5) 
4 |r=S14le bias : 2/8/90 $ 4i SwitchDetebeses =a. 
S_ ; 5/20/91) $: S| database =GET NATIE( 'Gatabase”) 
6 mm 727211 $I 6 | database! =GET NAME( “'Datebese | ~) 
7 |Monthly Tetals Table VN/22/ : 7 |detabase2 =GET NAME(”!Database 2”) 
a8 : oS, : S/2 7/90 tr a «If (database = dalabave 2) 
9 lanunty t uf ; EAR ale tr 9 = SELECT Watebase!) 
mo bebe unary ste vari q- 1 - SET baTAnAatO) 
it Hlarr hh tain heise ti 1 ettott) 
12 April Shur? Me7/0 t- 2 = SELECT( Watanase 2) 
13 May $165 11 1osti/90. t- 3 = SET DATABASE() 
i4 June $8407 1/23/90 $ 
15 July” $152 00 4/15/90 e¢ 5... __Chert! 
i August, = $41 92 10/28/90 $ 
_ September $1791 12/21/90, $e 5 
! October | $o7 32 12/16/90 $ ate 


November $9099 12/27/90 


__ December $125 53 i 7/14/90 2 
/ 7/22/90 $5 
: | 5/4/90 $ 1S 
‘ ‘ ! 
‘ , 0 5 
‘ . 0 > + 


: r : Querter | Quarter 2 Querter 3 
2) Sa 


< Peady 


-” 





AIA) BIN) |) 0) iim 





NININININININ | N=! 


| 


Quarter 4 








Chart document 





Working with Windows Ea 





ime. However, you can work | 
are currently WOrkINZ IS Eps 
4 


on the screen al one | 


You can open many \ indows 
The window in which you 


y 
‘ 
» 
¥ 
5 
‘ 
, 


in onty one window ala time. 


he" “reform oceurs in this : 
cine: the next command or action you perfor ae 
called the active window the next ¢ ne 
window. bea 
ee? 
See ae 


For information on 


Opening document windows “Opening an Existing Worksheet” in Chapter 3, 


“Opening an Existing Chart” in Chapter 12, and 
“Creating and Opening a Macro Sheet” in 
Chapter 18 

“Selecting Cells and Moving Around the 


h a document 
Scrolling throug Worksheet” in Chapter 3 


window ib 
Displaying open windows on your “Changing How Your Worksheet ls Displayed" | 
screen Chapter 5 
‘ 4 | f this book 
mouse Before You Begin” at the beginning 0 
a and “Using the Mouse” later in this chapter 


Closing a document window “Closing a Worksheet Window’ in Chapter 3 


ation on working with windows. To display 
Help command. If you are using system 

and does not appear on the Window 

n and choosing the 

a specitic command, select 


Online Help also provides inform 
online Help, choose the Window 
software version 7.0 and the Help comm | 
Help by pointing to the Help menu Ico 
and. For information on | 
tion on using online Help, see the previous 


menu, display 
Microsoft Excel Help comm 
the Commands topic. For informa 


section, “Using Help.” 
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Understanding Windows 


following illustration shows the parts of a worksheet document window: 


Menu bar 


Reference area Formula bar Title bar Tool bar 


‘e File Edit Formula forphoet Data Options |Macro Window 
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= bar \Worksheet select all box Workspace 


litle bar — Displays the name of the document. 


a Menu bar Displays the names of the application menus. In the preceding 
illustration, you see the menus for worksheets because the active window 
contains a worksheet. 


= Tool bar Displays buttons for applying styles to cells; outlining; adding, 
formatting, and aligning cells; tools for drawing and selecting; creating a chart 
on a worksheet or macro sheet; and creating a picture of a worksheet or macro 
Sheet. Fora description of each button and tool on the tool bar, see “Creating 
a New Worksheet” in Chapter 3. 


2 Reference area Displays the row and column number of the active cell (A1 
in the preceding illustration). 
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Worksheet select all box Selects all the cells in the workshecl 


e Formula bar Displays the contents ol the active cell, You enter or edit 


worksheet data in the formula bas 


a Workspace — [he areain which windows are displayed. You can open more 


than one window in a Workspace 





s Status bar Displays bret information about the currently selected com- 


mand or the current state of the Microsott Excel workspace. 


Phe following ilustration shows the parts of the window you use to move around 


a document with a mouse 
Scroll box 
Scroll arrow 


Split box 
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Scroll box Scroll bars Scroll arrows 


Scroll arrow 


Spiit box 


The arrows at each end of the scroll bar that you click with 


s Scroll arrows . 
column ut a ime. 


the mouse to move through your worksheet one row or one 


s Scroll boxes Show the current relative position of the active cell within 


the worksheet. You can drag this box with the mouse to scroll through your 


document. 
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e Scrollbars Drag to move through and view a document. You can click in 
the gray area above or below the vertical scroll box, or to the left or right of 
the horizontal scroll box, to move through your document one screen al a 
lime. 


a Splitboxes | Divide a worksheet window into panes when dragged with the 
mouse. The small black rectangle at the top of the vertical scroll bar splits a 
window horizontally; the one at the left of the horizontal scroll bar splits the 
window vertically. 


Activating the Document Window 


If you have opened several document windows on the screen, you need to acti- 
vate the one in which you want to work. The title bar of the active document 
window ts striped as shown in the following tlustration. Open windows are listed 
on the Window menu. You can activate a window by directly clicking it with the 
mouse, by choosing its title [rom the Window menu, or by cycling through the 
open windows with the keyboard. 


The title bar of the active The Window menu lists document 
window 1s sinped windows currently open 
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/t windows overlap, the active 
window appears in front. 


suas Activating a visible document window 


P Click anywhere in the visible portion of the window you want to activate 


3 
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Ifthe window you want is not visible, you can use the Mouse to manipulate 
the windows until the one you want is visible. For information on sizing and 
moving your document windows, see your Macintosh documentation. 





You can use the keyboard to activate a document window in two ways. You 
can press COMMAND+M to cycle through all open windows until the window 
in which you want to work ts active: to activate the previous window, press 
COMMAND+SHIPT+M. 


Or you can select the document you want to activate from the Window menu. 


Press PERIOD on the numeric keypad (with Num Lock off) or press the 
alternate menu key (assigned to SLASH (/) initially) to activate the menu bar. 


Press W to display the Window menu. 


The names of all the document windows currently open are listed in alpha- 
betical order at the bottom of the Window menu. An underlined number 
precedes each window name. 


Press the key for the underlined number of the document you want. 


If you have more than nine windows open at one time, the Window More Win- 
dows command appears at the bottom of the Window menu. To activate an open 
window that does not appear when you display the Window menu, choose the 
Window More Windows command, select the document you want in the Activate 
box, and choose OK. 


111 Activating a document window that is behind other windows 


1 Display the Window menu by pointing to the menu name and holding down 
the mouse button. 
The names of all the document windows currently open are listed in alpha- 
betical order at the bottom of the Window menu. An underlined number 
precedes each window name. 


2 Prag to the document you want to activate. 


To activate a document window that is behind other windows with the keyboard, 
follow the previous keyboard procedure in “Activating a Visible Document 
Window.” 
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su = Arranging all windows in the workspace 
You can quickly display all the open document windows so that none overlap. 
P Choose Window Arrange All. 


Microsoft Excel rearranges open windows so they use the available 
workspace most efficiently. 


You can also resize and move vour document windows using standard mouse 
techniques. For example. you can drag the ttle bar to move a window, For 
Information on sizing and moving windows, see your Macintosh documentation. 


More About Working with Windows 


“—" Guidelines 


Info Window Displays information about the active cell on a worksheet or a 
macro sheet. You can use this window to examine information about the cell, 
such as its underlying formula, formats assigned to it, references and names 
associated with it, or cell notes attached to tt. 


When the Info window is active, Microsoft Excel displays Info window menus. 
For information on using the Info window, see “Auditing a Worksheet” in 
Chapter 6. 


Window Commands = You can use the following Microsoft Excel commands 
with all types of windows: 


a Window Hide and Window Unhide commands — Use the Window Hide 
command to hide the active window trom view. You may want to use this 
command when you have worksheets or macro sheets open so you can use 
their data or macros, but you don’t need to see the data or macros and don't 
want them taking up room on your screen. Use the Window Unhide command 
lo display a hidden document. For mformation on hiding and displaying win- 
dows, see “Setting Up a Workspace” in Chapter 16. 


s Window Arrange Allcommand — Each time you display a new document 
ina window, it fills the entire screen. Use the Window Arrange All command 


lo view Lwoor more open unhidden documents on the screen at the same time. 


Microsott Excel rearranges all open windows so they use the avathable work- 
space most efficiently without overlapping borders. For information on dis- 
playing your windows, see “Changing How Your Worksheet Is Displayed” 
in Chapter 5, 


In addition. Microsoft Excel has the following window commands and techniques 


lo Simplify viewing and analyzing data on a large worksheet or macro sheet: 


s Window New Window command — Use this command when you want to 


MORE ABOUT 


Using the Mouse 





Working with Windows 





look at different parts of a large worksheet or macro sheet al the same ume. 
or example, you may want to compare the effects of a “what-if analysis 

on widely scattered data on a worksheet. With the Window New Window 
command you can open as many windows as you want into one document, 
any changes you make in one window are duplicated in all the open windows 
for that document. For information on opening a new window into a work- 
sheet. see “Changing How Your Worksheet Is Displayed” in Chapter 5. 





s Scrolling through a window — The worksheet and macro sheet windows 


have scroll bars, which you can use to view all parts of a document that 15 too 
large to be displayed ina window at one time. For information on scrolling 
through a window, sce “Selecting Cells and Moving Around the Worksheet” 
in Chapter 3. 


a Splitting a worksheet window into panes You can view separate parts 


of a large worksheet and sull scroll them together by splitting a worksheet 
window into panes. For information on splitting a window, see “Changing 
How Your Worksheet Is Displayed” in Chapter 5. 


You may find it easier to use the mouse when you first start learning Microsoft 
Excel or, if you're an experienced user, when you can't remember the specific 
keyboard shortcut for a particular command. You can use the mouse or the 
keyboard to perform the following actions: 


s Choose commands and select options in dialog boxes 
s Move and select in a worksheet or a chart 


ea Work with charts and manipulate chart objects 


However, you must use the mouse to perform the following acuions: 
a Select certain buttons and tools from the tool bar 
s Size. move, and select graphic objects on your worksheet or macro sheet 


e Move and size windows 
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For information on See 
Command and mouse conventions 
Keyboard shortcuts for choosing 


commands and selecting dialog box 
options directly 


Moving the insertion point and 
selecting characters in the formula 
bar with the mouse 


Selecting cells and moving around 
on a worksheet with the mouse 


Mouse Pointer Shapes 


“Betore You Begin” at the beginning of this book 
“Using Keyboard Shortcuts” later in this chapter 


“Editing Worksheet Data” in Chapter 3 


“Selecting Cells and Moving Around the 
Worksheet” in Chapter 3 


In Microsoft Excel, the mouse pointer takes on different shapes, depending on 
where it is on the screen. The following table shows the pointer shapes you see in 
various parts of the Microsoft Excel screen and describes the mouse action you 


use with each pointer shape: 


Screen location 


os In menu bar, scroll bars, 
chart window, and on 
graphic objects 


fe Inside worksheet 


Pointer shape 


+ In worksheet or macro 
sheet after selecting a 
tool in the tool bar 


if In formula bar and in text 
box within a dialog box 

Along the borders 
between row headings 

+> Along the borders 
between column headings 

we At vertical split box 

=~ At horizontal split box 

Q On sample page when 
previewing pages before 
printing 


Mouse action 
Use to point and select. 


Click to select cell or drag 
to select range. 


Drag cross hair to start 
drawing an object. 


Click to place insertion 
point where you want to 
start editing text or 
numbers. 


Drag to adjust row height. 


Drag to adjust column 
width. 


Drag to move split box and 
divide worksheet window 
into vertical panes. 


Drag to move split box and 
divide worksheet window 
into horizontal panes. 


Click to select and magnify 
a portion of the page for 
closer inspection. 


Pointer shape 
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Mouse action 


Screen location 
Choose the command or 
click the area of screen 
you want help on. 


? Any area of screen 
when you press 
COMMAND +QUESTION MARK 
or SHIFT+F1 for Help 





thy in Help window on a word Point to the word or 
. underlined by dotted or phrase with dotted 
solid line underline and hold down 

mouse button to see 
definition, click the word or 
phrase with solid underline 
to see related information. 

thy On a button or object Click to run the macro. 

, that has a macro 


assigned to it 


Wait for the command or 
action to be carried out. 


= Any area of screen 


Using Keyboard Shortcuts 


NOTE 


Microsoft Excel has a set of command shortcut keys, special keys, and keyboard 
techniques. Many of the shortcut keys let you bypass the drop-down menus and 
carry out commands directly from the keyboard. Other techniques let you move, 
select. and edit large documents more efficiently. Most of the Microsoft Excel 
keyboard shortcuts are included in this section. For a complete list of keyboard 
shortcuts, see the Microsoft Excel Quick Reference. 


lf you're using Microsoft Excel with an international version of the Macintosh 
system, some of the keyboard shortcuts may not be available. You can still use 
the mouse to perform the same actions. This does not affect any other work you 
do in Microsoft Excel. For information on the system you're using, see your 
Macintosh system documentation. 


For information on See 

Command and keyboard “Before You Begin” at the beginning of this book 
conventions 

Using keyboard shortcuts in the “Editing Worksheet Data” in Chapter 3 

formula bar 


“Selecting Cells and Moving Around the 


Selecting cells and moving around 
Worksheet” in Chapter 3 


on a worksheet with the keyboard 
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Online Help also provides information on using Keyboard shortcuts. To display 
online Help, choose the Window Help command. If you are using system 
soltware version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsolt Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help.” 
earlier in this chapter. 


Understanding Keyboard Shortcuts 


Understanding the logic behind keyboard shortcuts can help you learn them more 
easily. Each shortcut key, editing key, and movement key performs a particular 
action. You combine those keys with the COMMAND, SHIFT, and OPTION keys to 
add different meanings to that instruction 


The following list summarizes the general patterns in Keyboard shortcuts: 


8 ENTER and RETURN are used to contirm or carry out an action. In this book, 
the word ENTER means that you can prcss either ENTER Or RETURN, unless 
specifically stated otherwise. 


@ COMMAND ts generally used tor choosing commands and selecting dialog box 
options. 


# COMMAND+PERIOD ts used to cancel an action. If you have an extended 
keyboard, you can also press ESC. 


8 IAB, the ARROW keys, and HOME, END, PAGE UP, and PAGE DOWN on the 
extended keyboard are used primarily for moving. selecting, and scrolling. 
@ SHIFT usually does one of the following: 
e Extend 
# Perform the opposite action 
s Goin the opposite direction 


8 OPTION ts used tn several Keyboard shortcuts for applying options in the 
Format Number and Format Border dialog boxes. In addition, it can be used 


in combination with the COMMAND key and an alphabetic key to run a macro 
that you write. 


es Function keys on extended keyboards (F1, 62, and so on) are shortcuts tor 
frequently-used commands and actions. If you have a keyboard with 10 
function keys, then ALT+F1 ts the same as Fl, ALT+F2 ts the same as F12, 
and so on. 


Some keyboard shortcuts are available only when you are working with full 


menus. If you hear a beep when you try one of the shortcuts, check to see if you 
are working with full menus. 


NOTE 





COMMAND and CTRL Key Shoricuts 


You can use COMMAND and CTRL key shortcuts to perform the following actions: 


e Carry out a command directly without first selecting a menu, 


e Carry out a command and select a specific dialog box option directly without 
lirst selecuing a menu, 





= Other actions such as moving items in-an outline or selecting items in the tool 
bar or ina chart. These shortcuts do not have an equivalent menu command. 


The following table shows COMMAND and CTRL key shortcuts you can use [0 
bypass menus and carry out commands and, when applicable, select dialog box 
options directly. The commands are listed in alphabetical order. 


In addition, the table lists shortcuts for actions that do not have an equivalent 
menu command. These actions are also listed in alphabeucal order. For example, 
if vou want to find a shortcut for selecting an item on the tool bar, first tind “Tool 
bar” in the list and then look for the item you want to use, 


The key combinations for choosing commands that do not display a dialog box are 
shown to the right of the menu command name on your screen. A command name 
followed by an ellipsis (...) on a menu indicates that Microsoft Excel displays a 
dialog box after you choose that command 


Command (dialog box option) or action Keyboard shortcut 


Chart Navigation—moves through items or between ARROW keys 
classes of items in a chart 

Chart Select Chart (chart window only) COMMAND+A 

Data Extract COMMAND+E 

Data Find Next COMMAND +5 

Data Find Previous COMMAND+SHIFT +F 
Edit Clear COMMAND+B 

Edit Copy COMMAND +C 

Edit Copy Picture COMMAND +SHIFT+C 
Edit Cut COMMAND +X 

Edit Delete COMMAND +K 

Edit Fill Down COMMAND+D 

Edit Fill Right COMMAND+R 

Edit Insert COMMAND +! 

Edit Paste COMMAND+V 

Edit Paste Special COMMAND +SHIFT+V 
Edit Repeat COMMAND+Y 

Edit Undo COMMAND+Z 
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File New 
File Open 
File Print 
File Quit 
File Save 
File Save As 


Format Border (Outline) 

Format Border (Left) 

Format Border (Right) 

Format Border (Top) 

Format Border (Bottom) 

Format Border—remove all borders 


Format Column Width (Hide) 
Format Column Width (Unhide) 
Format Font (Bold—toggles between applying and 


removing bold) 


Format Font (Italic—toggles between applying and 


removing italic) 


Format Font (Outline—toggles between applying and 
removing outline font) 
Format Font (Plain text—removes all font styles) 


Format Font (Shadow—toggles between applying and 
removing shadow) 


Format Font (Strikeout—toggles between applying and 
removing strikeout) 


Format Font (Underline—toggles between adding and 
removing underline) 


Format Number (General format) 

Format Number (#,##0.00 format) 

Format Number (h:mm AM/PM format) 

Format Number (d-mmm-yy format) 

Format Number [$#,##0.00_);($#,##0.00) format] 
Format Number (0% format) 





Command (dialog box option) or action 


Keyboard shortcut 
COMMAND+N 


COMMAND +O 
COMMAND+P 


COMMAND+Q 
COMMAND+S 
COMMAND +SHIFT+S 


COMMAND +OPTION+0 
(zero) 


COMMAND+OPTION+LEFT 
ARROW 


COMMAND+OPTION+RIGHT 
ARROW 


COMMAND +OPTION+ UP 
ARROW 


COMMAND +OPTION+DOWN 
ARROW 


COMMAND +OPTION+- 
(hyphen) 


CTRL+0 (zero) 
CTRL+SHIFT+0 (zero) 
COMMAND+SHIFT+B 


COMMAND +SHIFT +1 


COMMAND+SHIFT+D 


COMMAND +SHIFT +P 
COMMAND +SHIFT +W 


COMMAND +SHIFT+- 
(hyphen) 


COMMAND+SHIFT+U 


COMMAND +OPTION+~ 
COMMAND+OPTION+! 
COMMAND+OPTION+@ 
COMMAND+OPTION+# 
COMMAND+OPTION+$ 
COMMAND+OPTION+% 


Command (dialog box option) or action 
Format Number (0.00E+00 format) 
Format Row Height (Hide) 

Format Row Height (Unhide) 
Formula bar—activate 


Formula bar—text-wrapping while working in the 
formula bar 


Formula Define Name 

Formula Find—opens dialog box 
Formula Find Next 

Formula Find Previous 

Formula Goto 

Formula Note 

Formula Reference 

Formula Select Special (Notes) 


Formula Select Special (Current Region) 

Formula Select Special (Row Differences) 
Formula Select Special (Column Differences) 
Formula Select Special (Precedents: Direct Only) 
Formula Select Special (Precedents: All Levels) 
Formula Select Special (Dependents: Direct Only) 
Formula Select Special (Dependents: All Levels) 
Formula Select Special (Visible Cells Only) 
Help—activate Help window 

Help—activate context-sensitive Help 


Object—selects all objects on a sheet, if an object is 
selected 


Options Calculate Document 
Options Calculate Now 


Options Display (Formulas—toggles between formulas 
and values) 


Options Display (Outline Symbols—toggles between 
displaying and hiding outline symbols) 


Options Display (Objects—switches between 


displaying placeholders for objects, showing all objects, 


and hiding all objects) 


Options Workspace (Too! Bar—toggles between 
displaying and hiding the tool bar) 





Keyboard shortcut j 
COMMAND+OPTION+* } 
CTRL+9 
CTRL+SHIFT+9 
COMMAND+U 
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COMMAND+OPTION+ENTER 


COMMAND+L 
COMMAND +J 
COMMAND+H 
COMMAND+SHIFT+H 
COMMAND+G 
COMMAND +SHIFT+N 
COMMAND +T 


COMMAND+SHIFT+0O 
(letter 0) 


COMMAND+OPTION+* 
COMMAND +\ 
COMMAND +SHIFT +\ 
COMMAND +[ 
COMMAND +SHIFT+[ 
COMMAND +] 
COMMAND +SHIFT+] 
COMMAND +SHIFT+Z 
COMMAND +/ 
COMMAND +? 


COMMAND +A OF 
COMMAND +SHIFT + 
SPACEBAR 


COMMAND+SHIFT += 
COMMAND+= 


COMMAND+ (single left 
quotation mark) 
COMMAND+8 


COMMAND +6 


COMMAND+7 
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Command (dialog box option) or action 
Outline—demotes a row or column 
Outline—promotes a row or column 

Tool bar—activates style box 

Tool bar—auto-sum button 

Tool bar—selects visible cells only button 
Tool bar—show outline symbols button 
Window—activates the next open window 


Window—activates the previous open window 


Keyboard shortcut 


COMMAND + SHIFT +K 
COMMAND +SHIFT+J 
COMMAND + SHIFT +L 
COMMAND +SHIFT+T 
COMMAND + SHIF 1 +2 
(COMMAND +8 

COMMAND+M 

COMMAND+SHIFT+M 


Window—closes document window COMMAND +W 


Worksheet—selects entire worksheet except objects, if COMMAND+A or 
a cell is selected: selects all objects on a worksheet if COMMAND +SHIFT + 


an object is selected 


SPACEBAR 


Function Key Shortcuts 


The function key shortcuts are convenient alternatives for choosing many of the 
most often used worksheet, chart, and macro sheet commands directly from the 


keyboard. Function key shortcuts bypass menus and carry out commands 


and actions directly from the keyboard or display the dialog boxes for given 


commands. 


NOTE  Touse the function keys, you must be using an extended keyboard. 


Key 


aa 

SHIFT +F 1 

F2 

SHIFT+F2 
COMMAND +F 2 
F3 

SHIFT +F3 
COMMAND +F3 
COMMAND+SHIFT+F3 
F4 

COMMAND +F4 
F5 

SHIFT +F5 
COMMAND+F5 


Command or action 

Edit Undo 

Context-sensitive Help 

Edit Cut 

Formula Note 

Window Show Info 

Edit Copy 

Formula Paste Function 
Formula Define Name 

Formula Create Names 

Edit Paste 

File Close (active window) 
Formula Goto 

Formula Find (find cell with specific contents) 
Restore (decrease) window size 


Key 

F6 

SHIFT +F6 
COMMAND +F 6 
COMMAND +SHIFT +F6 
F7 

SHIFT +F7 


F8 


SHIFT+F8 

F9 

SHIFT+F9 

F10 
COMMAND +F 10 


Fill 

SHIFT +F 11 
COMMAND+F 11 

Fi2 

SHIFT +F 12 
COMMAND +F 12 
COMMAND +SHIFT+F 12 
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Command or action 


Next pane 
Previous pane 
Next document window 


Previous document window 





Formula Find (find next cell) 
Formula Find (find previous cell) 


Turn Extend Selection mode on or off; if you are 
already in Add To Selection mode, changes to Extend 
Selection mode 


Turn Add To Selection mode on or off 
Options Calculate Now 

Options Calculate Document 

Activate menu bar 


Toggles between enlarging and shrinking active 
document window 


File New (Chart option) 

File New (Worksheet option) 
File New (Macro Sheet option) 
File Save As 

File Save 

File Open 

File Print 








| 
| 
| 






PPE TPR Poe 
Lele SSeS ooh 


a4 
fs | 


Using Lotus 1-2-3 with Microsoft 
Excel 


Microsoft Excel includes many features designed to help Lotus 
|-2-3 users adjust to Microsoft Excel, including helping you find 
equivalent Microsott Excel and 1-2-3 commands and procedures. 
Transferring data between Lotus |-2-3 and Microsoft Excel is 
easy. You can open a 1-2-3 worksheet and work on it in Microsoft 
Excel, and then you can save it as either a |-2-3 or Microsoft 
Excel worksheet. You can also save worksheets that you create in 
Microsoft Excel as 1-2-3 worksheets. Formulas in Microsoft Excel 
can also refer to cells on 1-2-3 worksheets. 


Table of Contents 

Some Things You Need to Know ... 37 

Performing Common 1-2-3 Tasks in Microsoft Excel ... 42 
Moving Worksheets Between 1-2-3 and Microsoft Excel ... 51 
Linking 1-2-3 Worksheets and Microsoft Excel Worksheets ... 57 
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Some Things You Need to Know 


Before you start using Microsoft Excel, there are some concepts and terms 
you need to know. Many of these concepts and terms are just dilferent ways 
of referring to familiar [-2-3 items or actions. Others might be new to you, 
especially if you have never used a Macintosh before. 


Before you read this chapter, you should: 


s Install Microsoft Excel by following the directions in Chapter | or in 
Microsoft Excel Getting Started. 


s Read Chapter | of this book and familiarize yourself with using the Microsoft 
Excel screen, choosing commands and selecting options, and starting online 
Help. 

In this chapter, the keystrokes you can press lo choose commands are listed in the 

procedure steps. For example, (SLASH, O, W) Means you press the SLASH (/) key, 

then O. and then W to choose the command; (COMMAND+0) means that you hold 
down the COMMAND key and press 0 to choose the command. 
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Concepts You Need to Know 


There are a few basic differences between Microsolt Excel and Lotus 1-2-3. 


s The Microsoft Excel screen) The first thing you'll notice ts that the 
Microsoft Excel screen looks different. There is a worksheet with menus al 
the top of the screen, but there also are many other items on the screen. Many 
of these vou can work with directly, using the mouse or the keyboard to 
control how your screen looks or what part of the worksheet appears, The 
following illustration shows parts of the Microsoft Excel screen: 


Reference area Formula bar | Menu bar Tool bar Column heaaings 












tdit formula format) Data Options |Macro Ulindow 
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How headings Active cell Scroll bars 


Status bar 


= Select a range, then a command — ln Microsott Excel, the order in which 
you perform a task is different than with Lotus 1-2-3. In Lotus 1-2-3, you 
choose a command and then specify a cell or range the command will affect. 
In Microsoft Excel. you first select the cell, range, or object you want to work 
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with, and then you choose the command or perform the action you want. This 
helps your productivity because you can perform a series of commands on the 
sume cell or range. For example. in Microsolt Excel once you select a range, 
you could format i as bold and lett aligned, increase the column width, and 
put a border around it, without having to spec ify a range for each command. 


Dialog boxes — In 1-2-3 you use multiple menus and fields to select options 
or settings fora command, When you need to specify options or settings for a 
command in Microsott Excel, a dialog be ty displayed where you can select 





the command OPtOns or settings you want 


Text box List box Check box Command button 


Style 

{ | Bold 

[] thet 

Helvetica { | Undertine 

Monaco ; | | Strikeout 

New York { ] Outtine | Patterns... 
Palatino [ ] Shadow . 


font 
(Courter 


Geneve 


Automat 


Color -Sample — 
| AeBoUcYy/z | 


Background +-— ————— _ as 
® Automatic] (Transparent () White out | 


Drop-down list Command button to 


Option button another dialog box 


After you select the options, you carry oul the command by clicking the 

OK button or by pressing ENTER. Microsoft Excel then carries out the com- 
mand. I you want to cancel a command, click the Cancel button or press 
COMMAND-+PERIOD. 

Entering formulas = There are also important differences in how you enter 
formulas in Microsoft Excel: 


es In Microsoft Excel, you start a formula with an equal sign (=). 
e You can also start a formula with a plus sign (+). 


ea Although you are not required to, you can type an (wv symbol belore 
Microsolt Excel functions. 


= Microsoft Excel uses a colon (:) to denote a range of cells, instead of the 
periods (..) used by 1-2-3. 
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Terms You Need to Know 







The following table lists Lotus 1-2-3 terms and their Microsoft Excel counter- 


parts. The Microsott Excel term ts not necessarily an exact equivalent of the 
1-2-3 term, but rather aterm you'll see in the Table of Contents and Index of this 
book for information. You don’t need to understand all these terms before you 
start using Microsolt Excel, 


Lotus 1-2-3 term 
@Function 
Address 

Anchor cell 
Border 

CALC indicator 
Cell pointer 
Column labels 
Command prompt 
Control panel 
Copy 
Crosshatching 
Current cell 
Current worksheet 
Cursor 

Data labels 
Data range 
Data table 1 
Data table 2 
Data types 
Date format 
Erase 

Formula criteria 
Global 

Graph 

Graph labels 
Graph titles 
Highlight 


Microsoft Excel term 
Function 

Reference 

Selecting a range of cells 
Row and column headings 
Status bar 

Active cell 

Column headings 

Dialog box 

Menu bar, formula bar, status bar 
Copy, then Paste 

Chart patterns 

Active cell 

Active worksheet, chart, or macro sheet 
Insertion point 

Data marker labels 

Data series 

One-input table 

Two-input table 

Value types 

Number format 

Clear 

Computed criteria 

Select entire worksheet 
Chart 

Chart text 

Chart title 

Selection 


Lotus 1-2-3 term 
Indicator 

Input range 

Label 

Label-prefix 
Label/matching criteria 
Logical 0 

Logical 1 

Menu pointer 

Mode indicator 

Move 
Number/matching criteria 
Numeric format 
Output range 

Picture file 

Pointer movement keys 
Print range 

PrintGraph 

Prompt 

Protected cell 

Range highlight 
Repeating label 
Retrieve a file 

Row numbers 

Stacked bar graph 
Status indicator, status line 
String 

Target cell 

Target file 

Time format 

Titles 


Translate Utility 
Value 
Window 








Microsoft Excel term 
Status bar 


Database range 
Text 
Alignment 





Comparison criteria 
FALSE 

TRUE 

Menu selection 
Status bar 

Cut, then Paste 
Comparison criteria 
Number format 
Extract range 

Chart document 
Movement keys 

Print area 

Printing a chart 
Dialog box 
Locked/protected cell 
Selected range 

Fill alignment 

Open a file 

Row headings 
Column chant, bar chart 
Status bar 

Text 

Dependent cell 
Dependent document 
Number format 


Split worksheet window with frozen 
panes 


File Open 
Number 
Multiple windows, pane 
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Performing Common 1-2-3 Tasks in Microsoft Excel 


This section contains mouse and keyboard procedures for performing common 
[-2-3 tasks using Microsoft Excel. Tasks you perform with the mouse have a 
mouse in front of the first step: tasks performed with the keyboard have a key in 
front of the first step. The tasks are divided into four command calegories: 


e Range commands 

e Formatting commands 
s Printing commands 

e File commands 


This section also shows how to get help on performing any 1-2-3 command in 
Microsolt Excel. 


Keep in mind that you can choose the Edit Undo command to reverse certain 
commands or actions immediately after you complete them. 


Performing Common 1-2-3 Range Commands in Microsoft 
Excel 


The following procedures show how to copy, Move, erase, and name ranges, and 
how to insert and delete rows and columns. Remember that in Microsott Excel 
you select the range you want to work on before you chose a command. For 
information on moving and copying data and inserting and deleting rows and 
columns, see Chapter 4. “Editing a Worksheet.” For information on naming 
ranges, see “Naming Cells and Formulas” in Chapter 6. 
sun Moving data (/Move) 
© 1 Click the cell or drag across the range you want to Move. 
2 Pointto the Edit menu and drag down to Cul, 
Microsoft Excel surrounds the cut area with a dotted line called the marquee. 
Click the cell or drag across the range where you want to move the data. 


Point to the Edit menu and drag down to Paste. 


@ 1 Select the cell or range of data you want to move (SHIFT+ ARROW keys). 
2 Choose Edit Cut (SLASH, b.1). 
Microsoft Excel surrounds the cut area with a dotted line called the marquee. 


3 Select the cell or range where you want to move the data (SHIFT+ARROW 
keys). 


4 Choose Edit Paste (SLASH, E, P). 
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sua Copying data (/Copy) 
© 1) Chick the cell or drag across the range you want to Copy. 
2 Point to the Edit menu and drag down to Copy. 


Microsoft Excel surrounds the copy area with a dotted line called the 
marquee. 





Click the cell or drag across the range where you want to copy the data. 
Point to the Edit menu and drag down to Paste. 


Repeat steps 3 and 4 to repeat the copy. Press COMMAND+PERIOD to remove 
the marquee 


© 1 Select the cell or range of data you want to copy (SHIFT+ ARROW keys). 
2 Choose Edit Copy (SLASH, E, ©). 


Microsoft Excel surrounds the copy area with a dotted line called the 
marquee. 


Select the cell or range where you want to copy the data (SHIFT+ARROW keys). 
Choose Edit Paste (SLASH, FE. P). 
Repeat steps 3 and 4 to repeat the copy. Press COMMAND+PERIOD to remove 
the marquee. 

nun Inserting a row (/Worksheet Insert Row) 

© 1 Click a cell in the row you want to shift down to open space for the new row. 

2 Point to the Edit menu and drag down to Insert. 

3° Click the Entire Row option. 

4 Click OK. 


Q 1 Move the cell pointer to the row you want lo shift down to open space for the 
new row (ARROW keys). 


2 Choose Edit Insert (SLASH, bE. 1. 
3 Select the Entire Row option (RK key). 


4 Press ENTER. 
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aut’ Deleting a row (/Worksheet Delete Row) 


1 Click acell in the row you want to delete. 


2 Point to the Edit menu and drag down to Delete. 

3 Click the Entire Row option. 

4 Click OK. 

1 Move the cell pointer to the row you want to delete (ARROW keys). 
2 Choose Edit Delete (SLASH, E, D). 

3 Select the Entire Row option (RK key). 

4 Press ENTER. 


su Inserting a column (/Worksheet Insert Column) 


1) Click a cell in the column you want to shift right to open space for the new 
column. 
Point to the Edit menu and drag down to Insert. 
Click the Entire Column option. 

4 Click OK. 

1 


Move the cell pointer to the column you want to shift right to open space for 
the new column (ARROW keys). 


Choose Edit Insert (SLASH, E, I). 

Select the Entire Column option (C key). 

Press ENTER. 
1141 Deleting a column (/Worksheet Delete Column) 
1 Click a cell in the column you want to delete. 
2 Point to the Edit menu and drag down to Delete. 
3 Click the Entire Column option. 
4 Click OK. 
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1 Move the cell pointer to the column you want lo delete (ARROW keys) 


2 Choose Edit Delete (SLASH, Fb. D). 


3° Select the Entire Column option (C key). i 
4 Press ENTER. FS 


sua Changing a column's width (Worksheet Column Set-Width) 


> Drag the line to the right of the column heading. 


1 Move the cell pointer to the column w hose width you want to change (ARROW 
keys). 

2 Choose Format Column Width (SLASH, T. ©). 

3° In the Column Width box, type the column width you want. 

4 Press ENTER. 

uit Creating a range name (/Range Name Create) 

1 Click the cell or drag across the range you want fo name, 

2 Point to the Formula menu and drag down to Define Name. 

3° Inthe Name box, type the name you want to assign to the cell or range. 

4 


Click OK. 


1 Select the cell or range you want to name (SHIFT+ARROW keys). 

2 Choose Formula Define Name (SLASH, R, D). 

3° Inthe Name box, type the name you want to assign to the cell or range. 
4 


Press ENTER. 


mus Erasing a range of cells (/Range Erase) 
1 Click the cell or drag across the range you want lo erase. 
2 point to the Edit menu and drag down to Clear. 


3 Click OK. 


Select the cell or range you want lo erase (SHIFT+ARROW keys). 
Choose Edit Clear (SLASH, EF, &). 


3 Press ENTER. 
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Performing Common 1-2-3 Formaiting Commands in 
Microsoft Excel 


Po format numbers in Microsolt Excel. you use options listed in the Format 
Number dialog box. For more information on formatting numbers, see 
“Formatting Worksheet Data” in Chapter 5. 

su ~Using comma, percent, or currency formats (/Range Format) 
1) Chick the cell or drag across the range you want to format 


2 Point to the Format menu and drag down to Number. 


3 Inthe Format Number box, click the format you want. For example, #,440 for 
the comma format, 0.00% for the percent format, or $4,##0_).CS4. #40) for the 
curreney format, 


4 Click OK. 


Select the cell or range you want to format (SHIFT+ARROW keys). 


Choose Format Number (SLASH, T. N). 


In the Format Number box, select the format you want (UP ARROW or DOWN 
ARROW). For example. #.##0 for the comma format, 0.00% tor the percent 
format. or $4,440) ).(S#.4#4##0) for the currency format. 


4 Press ENTER. 


Performing Common 1-2-3 Printing Commands in Microsoft 
Excel 


In Microsoft Excel, there ts no Print or Print Options menu. Instead, you use the 

File Print command. When you print, Microsoft Excel aligns the printer for you, 

if necessary. For more information on printing with Microsoft Excel, see Chapter 
1S. “Printing.” 

mun Specifying a print range (/Print Printer Range) 

1) Drag across the range you want to print. 


2 Point to the Options menu and drag down to Set Print Area. 


1) Select the range you want to print (SHIFT+ARROW keys). 


2 Choose Options Set Print Area (SLASH, O, A). 
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sua Printing a range 


all raid 
* « 


1) Speeily a prt range using the preceding procedure. t: 

2 Pormtto the File menu and draz down to Print Ee 
ca 

3 Click OK. bre. 


—— seen 


Tas 


1) Speeify a print range using the preceding procedure 
Choose File Print (SLASH E. PD 


3) Press ENTER. 


Performing Common 1-2-3 File Commands in Microsoft 
Excel 


sunt Retrieving a file (/File Retrieve) 
1 Point to the File menu and drag down to Open. 
2 Inthe list, click the file you want lo open. 


3 Click OK. 


— 


Choose File Open (SLASH F. ). 


N 


In the List, select the file you want to open (DOWN ARROW). 
3 Press ENTER. 

sun Saving a worksheet to a file (/File Save) 

1 Point to the File menu and drag down to Save As. 

In the Save Worksheet As box, type a name for the file. 


Click OK. 


1 Choose File Save As (SLASH, FA). 
2 Inthe Save Worksheet As box, type a name for the file. 


3.) Press ENTER. 


4 





ss 
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sua Creating a graph (/Graph menu) 

In Microsolt Excel. graphs are referred to as charts 
1 Drag across the range you want to graph. 

2 Point to the File menu and drag down to New 
3 Inthe New box. click the Chart option. 

4 Click OK. 


Select the range you want to graph (SHET+ARROW keys). 
Choose File New (SLASH, FN). 


Select the Chart option (DOWN ARROW ). 


& @ Ww = 


Press ENTER. 


ua Viewing the current graph (/Graph View) 


With Microsoft Excel you can have many charts (graphs) associated with a 
worksheet. When you import a Lotus 1-2-3 worksheet that contains graphs into 
Microsoft Excel, you can choose to have Microsoft Excel convert the graphs into 
separate documents. Once you have Microsoft Excel convert the graphs, you can 
open them like any other document. 


1 Point to the File menu and drag down to Open. 
2 Inthe list. click the chart you want to open, 
3 Click OK. 


Choose File Open (SLASH, F. O). 
In the list. select the chart you want to open (DOWN ARROW). 


Press ENTER. 


aiu- Changing the file folder (/File Directory) 
1 Point to the File menu and drag down to Open. 


2 Double-click the folder name in the list. or point to the folder displayed above 
the list and drag to select a different folder. 


3 Click Cancel to close the dialog box. 


To do this procedure, you must be using full menus. 





nus Erasing a worksheet file (/File Erase Worksheet) 


1 Point to the File menu and drag down to Delete. 
In the list, click the file you want to delete. 
Click OK. 


Click Yes to confirm deleting the file. 





nf. W MPM 


Click Close to close the dialog box. 


Choose File Delete (SLASH, F, D). 
In the list, select the file you want to delete (DOWN ARROW). 
Press ENTER. 


Press ENTER again to confirm deleting the file. 


wo’! @ hk = 


Press COMMAND+PERIOD to close the dialog box, 


1111 Erasing a worksheet (Worksheet Erase Yes) 


Instead of erasing an existing worksheet, you can simply close the current work- 
sheet and open a new one. However, since you can have multiple worksheets 
open simultaneously in Microsoft Excel, you do not need to close one worksheet 


to open another. 
1 point to the File menu and drag down to Close. 
Point to the File menu and drag down to New. 


2 
3 In the New box, click the Worksheet option. 
4 Click OK. 


Choose File Close (SLASH, F.C). 
Choose File New (SLASH, FF, N). 


In the New box, select the Worksheet option. 


> & NH = 


Press ENTER 
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sunt Quitting Microsoft Excel 


> Pp .£ 
Point to the File menu and drag down to Quit, 


P Choose File Quit (COMMAND+Q). 


Getting Help on 1-2-3 Commands in Microsoft Excel 


Online Help f ic TExe 
. - Help for Microsoft Excel includes a button that tells you how to carry out 
-2-3 commands using Microsoft Excel procedures 


sus Translating 1-2-3 commands into Microsoft Excel procedures 


, | ae . 
Point to the Window menu and drag down to Help. If you are using system 


ceils “cael meat ' 
| ftware version 7.0 and a high-resolution monitor, point to the Help menu 
and drag down to Microsolt Excel Help. 


Click the Lotus 1-2-3 button. 


lype the keystroke na Oe 

y: s for the 1-2-3 command you wi | 
f , : you want to perlort 
sey p n in Microsolt 


4 Click OK. 


Choose He : 

we ose Window Help. If you are using system software version 7.0 and the 
elp command does not appear on the Window menu, display Help by 

y . . . s 1 

pointing to the Help menu icon and choosing Microsoft Excel Help 


2 Click the Lotus 1-2-3 button. 


| pe tI . | “ur l : } . . . ) } . ‘ ‘rl M . { 
I:xcel. 


4 Press ENTER. 


You can ; ‘lee > Sw 
You can also select the Switching from Lotus 1-2-3 topic in the Help Index tor 
information on carrying out |-2-3 commands in Microsott Excel 


ER 
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Moving Worksheets Between 1-2-3 and Microsoft Excel 
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You can use Microsolt Excel ith your existing | 2-3 worksheets. You transfer 
your [2-4 data to Microsolt Excel by opening your |-2-3 worksheet the same 
way YOU OPEN any Microsoft Excel worksheet. This ts called importing, Aller you 
importa 1-2-3 worksheet, you can use allot the Microsoft Excel editing leatures, 
When you finish editing the worksheet, you can save iether as a Microsoft 
Excel worksheet or as a 1-2-3 worksheet, 





Similarly, 1s easy to save a Microsolt Excel worksheet in a |-2-3 format, and 
then open it in 1-2-3. This is called exporting. After you export a Microsoft Excel 
worksheet to 1-2-3, you can edit using |-2-3. 


sus Opening a 1-2-3 worksheet in Microsoft Excel 

To open your 1-2-3 worksheets, you use the File Open command, justas you do 
for Microsoft Excel worksheets. Microsoft Excel automatically recognizes the 
WKS. WK1. and WK3 file formats. 

1 Choose File Open (SLASH, F. ©). 


2 Inthe list, select the name of the 1-2-3 worksheet you want to open (DOWN 
ARROW ). 
I the 1-2-3 worksheet you want to open is not listed, switch to the folder 
containing the worksheet by double-clicking the folder name In the list. For 
more information on working with folders, see “Opening an Existing Work- 
sheet” in Chapter 3. 


3 Click Open or press ENTER. 


if the |-2-3 worksheet you open has graphs associated with it, Microsoft 
Excel displays a dialog box that asks if you want to create the }-2-3 graphs as 
Microsolt Excel charts. 

4 Vorecreate 1-2-3 graphs as Microsoft Excel charts, click OK or press ENTER. 


Vo open the worksheet ithout the graphs, click Cancel or press 
COMMAND+PERIOD. 


5 If you receive a message iclling you a formula was not imported, click OK or 
press ENTER, In most cases, Microsott Excel substitutes the result of a formula 
for any formula that cannot be imported, 
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sua Saving a 1-2-3 worksheet as a Microsoft Excel worksheet 


W > ‘ , ‘ _ 3 4» , 
: hen saving a 1-2-3 worksheet you have edited, change the file format to 
ormal to save Microsoft Excel-specific tormats, settings, or formulas. 


lf you do not change the file format, th inj 
. the worksheet is saved in its original 1-2-3 fil 
format and any changes not supported by 1-2-3, such as jbeeitien Chee, ae 


lost. 
1 Choose File Save As (SLASH, FP. A). 
Choose the Options button (COMMAND+0). 


In the File Format box, select the Normal option (COMMAND4N ). 


2 
3 
4 Click OK or press ENTER. 

5 Inthe Save Worksheet As box, type a new name for the file. 


: = want lo save the worksheet to a different folder, switch to the folder by 
dou le-clic king the folder name in the list. For more information on working 
with folders, see “Opening an Existing Worksheet” in Chapter 3. 


6 Click the Save button or press ENTER. 


sun Exporting a Microsoft Excel worksheet to 1-2-3 


- a ee Excel worksheets with 1-2-3 users, save the worksheet in one 
of the 1-2-3 file formats. You cannot export a Microsoft Excel chart to 1-2-3 


Any changes you made in Microsoft Excel that are not supported by 1-2-3 are lost 


1 Choose File Save As (SLASH, FA). 
2 Choose the Options button (COMMAND+0). 


In the File Format box, select the file format you want: WKS, WK 1, or WK3 
(COMMAND+F, UP ARROW or DOWN ARROW). : . 


Click OK or press ENTER. 


In the Save Worksheet As box, type a new name for the document. 


Click the Save button or press ENTER. 


NO 


If you receive a message telling you a formula was not exported, click OK or 


press ENTER. In most cases, Microsoft Excel substitutes the value of the 
formula in the 1-2-3 file. 
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Microsolt Excel imports and exports the 


Importing and Exporting File Formats 


following 1-2-3 file formats: 


oe we es 


File format 1-2-3 Release 


WKS 1A, Symphony 
WK1 90, 2.01, 2.2 
WK3 3.0 


SEEPS LATTE ONT. MTT 
sente , Py td 


Options That Are Not Exported §= Options such ats panes. titles, and number of 
windows are not exported from Microsoft Excel. Printing settings such as 
margins, headers, and footers also are not exported. 


Importing and Exporting Formulas = Microsoll Excel tries to import and export all 
formulas. If Microsoft Excel encounters a formula that it cannot import or export, 
it uses the calculated value of the formula. 


Importing and Exporting 3-D Worksheets Microsoft Excel uses linking instead 
of the 3-D worksheet used in the WK 3 file format. Microsolt Excel imports 3-D 
worksheets to a set of linked worksheets. Microsoft Excel does not export linked 
worksheets as 3-D worksheets when saving in WK3 format; rather, it exports 
them as separate, linked worksheets. 


Importing Cell Comments In WK3 worksheets, anything following a semicolon 
ina formula is imported as a cell note in Microsolt Excel. 


All numbers are imported to and exported 


Importing and Exporting Numbers 


from Microsoft Excel. 


Importing and Exporting Labels Any Microsoft Excel formula containing strings 
is exported to WKI or WK 3 file formats, but not to WKS file format. All strings 
in 1-2-3 worksheets are imported to Microsolt Excel as text. 


Importing and Exporting References Any Microsoft Excel formula involving a 
reference to multiple selections ts not exported. Functions that produce references 
as a result are not exported to WKS. The Microsoft Excel intersection (space) and 
union (,) operators are Not exported to 1-2-3. In these cases, Microsott Excel 
substitutes the value of the formula for the formula itself, 

When you save a file ina 1-2-3 file format, any references in a Microsoft Excel 
worksheet to rows beyond 2,048 (lor WKS file format) or 8,192 (lor WK1 and 
WK3 file formats) wrap around the edges of the worksheet. For example, when 
you save a reference to cell A8193 in WKI format, the reference changes to Al. 
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Importing and Exporting External References = |otus |-2-3 Releases 1A and 2.0) 
du not support external references to other worksheets, so any Microsoft Excel 
formulas containing external references are not exported to WKS or WK I file 


formats. In these cases. Microsolt Excel substitutes the value of the formula for 
the tormula tusell. 


Importing and Exporting Logical Values) = The Microsoft Excel TRUE and 
FALSE functions change to the 1-2-3 functions @TRUE and @FALSE and vice 
versa. When you export a Microsolt Excel worksheet to 1-2-3, the logical values 
TRUE and FALSE evaluate to | iand QO, respectively 


Importing and Exporting Error Values = The Microsoft Excel constant error value 
#N/A is exported as the 1-2-3 @NA function, and all other constant error values 
are exported as @ERR. The 1-2-3 function @ERR ts imported to Microsoft 
Excel as AVALUE! and the @NA error function is imported as #N/A. 


Importing and Exporting Named Ranges = All named ranges are imported to 
Microsoft Excel. Named constant values and named formulas in Microsoft Excel 


are not exported to 1-2-3. Rather, formulas that use such names will contain the 
constant or formula, enclosed in parentheses if necessary. 


Importing and Exporting Operators = The following table shows the operators 
used by Microsoft Excel and 1-2-3, in descending order of evaluation: 


Lotus 1-2-3 order of operators Microsoft Excel order of operators 


AND, OR, NOT functions 


" + or — (unary) 
+ Or — (uNary) m 

“or / *or/ 

+ Of — + oF = 

=< > <=> >= <> & 

#NOT# (unary) = <> <= >=<> 
#AND# #OR# 


& (Release 2.0 or later only) 


In 1-2-3. the exponentiation operator (4%) ts evaluated before the negation operator 
(—): in Microsoft Excel, negation is evaluated first. So, the formula =--2%4 pro- 
duces the value — 16 in 1-2-3. and 16 in Microsoft Excel. 


Lotus 1-2-3 does not have a union operator (,) or an intersection Operator (space). 
When exporting formulas containing either of these operators, Microsoft Excel 
substitutes the value of the formula for the formula itself, 


Lotus 1-2-3 does not have a percentage (%) operator. A Microsoft Excel expres- 


sion such as 3% changes to 0.03 in 1-2-3. Lotus 1-2-3 Release 1A does not have 
a concatenation operator (&). 
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Importing and Exporting Tables The formulas and values in the top row und 
left column of a table, ay well as the values within the table, are imported to and 
Ce ‘ c » & 


Af . » tables alte » you must 
exported trom Microsoft Excel. To calculate the tables aller importing, you n 
specify them as tables again. using the Data Table command. 
Lotus 1-2-3 Release 3.0 has three-dimensional tables that contain our? | 
| ‘ i ‘le ; xeel. 
dimensional indexes and lookups. These are not imported to Microsolt Exe 


Importing and Exporting Databases The Biever sie eRe tel 
extract ranges correspond respec ely tothe 1-2-3 input — crite . 
output range. All of these ranges are imported and exported, | 

Microsolt Excel database functions DPRODUCT and DCOL IN A an — , 
equivalents 1 |-2-3. Microsoft Excel does not have a function one i si ( 
the 1-2-3 function @DQUERY. When importing oF exporting these oc Ra 
Microsoft Excel substitutes the values resulting from the functions for the 
functions themselves. 

There are minor differences inthe witys Microsoft Excel and 1-2-3 a 
database criteria. For mntormation on how to specily crneria. see YOur : a 
documentation and “Using Worksheet Criteria” in Chapter 10 of this book. 


Importing and Exporting Number Formats Microsoft Excel imports 1-2-4 
number formats according to the following table: 


Lotus 1-2-3 format Microsoft Excel format 


+/— General 
Comma, 0 decimals # ##0 
Comma, 2 decimals # ##0.00 


SH.##O ).(S#, #40) 
S#. ##0.00 ),($#,.4##0 00) 


Currency, 0 decimals 
Currency, 2 decimals 


Date1 (dd-mmm-yy) d-mmm-yy 
Date2 (dd-mmm) d-mmm 
Date3 (mmm-yy) mmm-yy 
Fixed, 0 decimals 0 

Fixed, 2 decimals 0.00 
Fractions #?/? 
General General 


Hidden (Release 2.0 or later ) 


Percent, 0 decimals 0% 
Percent, 2 decimals 0.00% 
Scientific, 0 decimals 0E+00 
Scientific, 2 decimals 0.00E+00 
Text General 
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For information on number formats, see “bormatuing Worksheet Data” in 
Chapter § 


Importing and Exporting Alignment Formats — Lett, Right, Center, and Fill 
alignments are imported to and exported trom Microsoft Excel. The default 
alignment (Global) in 1-2-3 is not exported. When exported to 1-2-3, all non- 
lext cells are mght-aligned. 


Importing and Exporting Cell Protection Protected cells in 1-2-3 are protected 
(locked) in Microsoft Excel and vice versa. Hidden formulas in Microsoft Excel 
ure visible when exported to 1-2-3. 


Importing and Exporting Calculation Options —\n importing and exporting, order 
of calculation is always made natural. 


When importing from 1-2-3 to Microsolt Excel and exporting from Microsoft 
Excel to 1-2-3, automatic and manual calculation remain unchanged. If calcu- 


lation iy set to Automatic Except Tables, it changes to automatic when exported 
lo 1-2-3. 


Exporting Arrays — Lotus 1-2-3 does not support arrays. Any exported Microsoft 
Excel formula involving arrays uses the values in the array instead of the array 
itself. 





Tips 


Linking to 1-2-3 Worksheets In addition to being able to change a 1-2-3 work- 
Sheet to Microsoft Excel file format. you can link the 1-2-3 worksheet to a 
Microsolt Excel worksheet and use only those values from the 1-2-3 worksheet 
that you need. For information on linking to 1-2-3 worksheets, see the following 
section, “Linking 1-2-3 Worksheets and Microsoft Excel Worksheets.” 


Consolidating Data from 1-2-3 Worksheets You can consolidate data from 1-2-3 
worksheets into Microsolt Excel worksheets. Consolidation combines similar 
calegories of information from several worksheets onto one worksheet. For more 


Information on consolidating data, see “Consolidating Data from Multiple Work- 


sheets” in Chapter &. 


Using 1-2-3 and Microsoft Excel Together 1! your organization uses both 
Microsolt Excel and 1-2-3, establish guidelines about how each application and 
file will be used. Such guidelines help ensure that files used in both applications 
conform to standards that everyone can understand. 


dan ome 
3255 ha! 


seinS2* Troubleshooting 


Disk is Unreadable | you receive this message, you tried using a non- 
Macintosh disk. To import files from 1-2-3 into Microsoft Excel. you must 
transfer files from DOS-format disks to Apple Macintosh-format disks. 
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Linking 1-2-3 Worksheets and Microsoft Excel Worksheets 


MORE ABOUT 


+3 worksheet without exporting i to Microsolt 


You can use values from a | - a ss koe am 


Excel. For example, you can link s 
a single Microsoft Excel workshee 
features of Microsoft Excel to create a summ 


nua Linking 1-2-3 and Microsoft Excel worksheets 


To do this procedure, you must be using full menus. 
1-2-3 and Microsoft Excel worksheets you want 


ales figures | 
t_ and then use the formatting and printing 
ary report of sales. 


1 In Microsoft Excel, open the 
to link. 
Activate the 1-2-3 worksheet (SLASH, W, number of worksheet). 
f ‘ toe | | 

: ‘rosoll 

Select the cell or range containing the data you want to link to the Mic 

Excel worksheet (SHIFT+ ARROW keys). 


4 Choose Edit Copy (SLASH, &, ©). 
. > > ! y . 
The dotted marquee appears around the selected cell or range 


> ’worksheel). 
5 Activate the Microsoft Excel worksheet (SLASH, W. number of work 


|-2-3 worksheet (ARROW keys). 


7 Choose Edit Paste Link (SLASH, FE, L). | e 
data in the 1-2-3 worksheet, the Microsoft Excel 
nore information on creauing and 
Linking Documents” in Chapter 8. 


Now. when you change the 
worksheet is automatically updated. For t ‘ 
maintaining links between worksheets, see 


More About Linking 1-2-3 Worksheets and Microsoft Excel Worksheets 


nea “ Guidelines 


, , m hic {1 Excel work- 
a? ; lications You can link Microso 
inking to Files from Other App ¢ (3. You can also 
; : he following types of 1-2-3 files: WKS. WK1I, and WK3. You c “ag 
snects to tne re e saved in one of these |-2-. 


link to any files created using another application and 
formats. 


a link, Microsoft Excel creates an array 
array formula, see 


Linking Without Arrays = When you paste 


formula. To learn how to link worksheets without creating an 
u. 


“Linking Documents” in Chapter 8. 


You cannot edit a cell that is included tn an array 
arrays, see “Creating and Using an Array 


Editing Part of an Array 


range or formula. For information on 
Formula” in Chapter 7. 
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Consolidating Data trom 1-2-3 Worksheets 


You can consolidate data trom: |-2 
WOPKSHCCIS Tate NMiicrosoly levcel work 


sheets. ( OMSOhdation Combines Stobar 
Calevonies of MMT OrM tion Prony several worksheets OHLO Oe Work 


sSheel ba 
HOO tbOn ony Comsolidatiuy 


| Bhitta, sce "¢ onsohdating Data trom Multiple 
Worksheets nh hapter ‘ 


Opening Linked Worksheets Your ¢ 


ali use the File Links Command to open 
Worksheets linked to the One you 


re cditing and to change liks toa worksheet 
hor more HWTOMMALON On the bile | Inks Command. see 


, “banking Documents” in 
Chapter S , 


tue ee 


Troubleshooting 


Cannot Change Part of an Array 


Excel Worksheet ito which you pasted a link froma |? 4 worksheet, Microsoft 


Pexcch dis Mays a messape s 
prt HEC SAY INE YOU Cand Chanee part ot an way Te you want 


lochanee the tormiuta. do so inthe | 
Inthe Microsott Excel Worksheet H you want to delete Of clear a cell in the area 
WW ee ; 

here you pasted a link trom a | 2-3 worksheet, you Must delete or clear all the 
wi IIs (hat Contam the link to the | 2-3 Worksheet. For INTOUMHON ON arrays. see 
o* ; | se ° = : . 
Creating and Using an Anay Formula” in ¢ hapter 7 
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Part 2. 


Chapter3 Creating and Using a Worksheet ... 61 

Creating anew worksheet and openme an evIsting worksheet 
Selecting cells. moving around the worksheet, chlorine infor 
mation, building formulas, and using worksheet functions, Sav ny 
wnd deleting a worksheet. 


Chapter4 Editing a Worksheet... 141 


Moving, copying. and clearimy data lnscrimg rows and columns, 
Finding and sorting data. 


Chapter5 Formatting a Worksheet ... 175 
Formatting and aligning text and numbers Combining bormats and 
thiynments into reusable styles. Chanying the on-screen uppearanee 


ol your worksheet 


Chapter6 Organizing and Documenting a Worksheet ... 215 
Nanung, outlining, and adding comments to parts of your 
worksheet, Checking your worksheet data by using the auditing 
tools in Microsott Excel. 


Chapter7 Analyzing and Calculating a Worksheet ... 253 
Using data tables, arrays, and goal seeking. Controlling how 


Microsott Excel recalculates your worksheets 


Chapter 8 Working with Data from Multiple Documents ... 293 
Editing a group of worksheets as a single group to save ume. 
Combining data from multiple documents using linking, 
embedding, and consolidation, Sharny data with other 
applications. 
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Creating a New Worksheet 


Creating and Using a Worksheet 


Worksheets are the basis of all your work in Microsoft Excel. You 
enter data such as text und numbers in worksheet cells and use 
formulas and functions to produce meaningful values from the 
data. Worksheets provide the spreadsheet tools you need for 
projections, calculations, data analysis, decision-making, and 
reporting. 


NOTE Unless otherwise noted. all information and procedures for 
working with worksheets also apply to macro sheets 


Tabi nten 

Creating a New Worksheet ... 61 

Opening an Existing Worksheet ... 67 

Selecting Cells and Moving Around the Worksheet ... 69 
Entering Worksheet Data ... 79 

Editing Worksheet Data ... 95 

Entering a Formula ... 105 

Using Worksheet Functions to Simplify Formulas ... 125 
Saving a Worksheet ... 129 

Closing a Worksheet Window ... 137 

Deleting a Worksheet ... 138 


In Microsoft Excel, a worksheet, also called a spreadsheet, is the primary docu 


ment you use 


lo store and manipulate data. Each Microsoft Excel worksheet ts a 


rectangular grid of 256 columns and 16,384 rows. The intersection of each 
column and row ts a cell, the basic unit of a worksheet in which you store data. 


You display a worksheet in a worksheet window. You can move and size a work- 
sheet window as you would any other window. This allows you to view one or 
more worksheet windows in the workspace at the same time. You can also open 
chart and macro sheet windows as you build or edit a worksheet. 
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NOTE 


Mictosott bxcel mecludes standard Mac Intosh Window features, such as scroll 
bars, and the close and zoom boxes. For Information On using standard Macintosh 
Window teatures. see your Macintosh documentation. For information on the 
lypes ob Windows in Microsoft Excel. see “Working with Windows” in Chapter |. 


Mos! worksheet prOCedules and options also apply to macro sheets A macro 
sheel is a special kind of worksheet used to create and store macros. For more 
information on macro sheets. see Chapter 18, “Automating Tasks with Command 
Macros” and the Microsoft Exce! Function Reference 


For information on See 

Entering text, numbers, times, and “Entering Worksheet Data’ later in this chapter 
dales 

Entering formulas “Entering a Formula’ later in this chapter 

Tips tor designing and creating a “Saving a Worksheet" later in this chapter 


worksheet that makes the most 
efficient use of memory 


Moving around and scrolling through = “Working with Windows" in Chapter 1 and 
a worksheet “Selecting Cells and Moving Around the 
Worksheet” later in this chapter 


Opening an existing document “Opening an Existing Worksheet’ later in this 
window chapter 


Online Help also provides information on creating a new worksheet. To display 
online Help, choose the Window Help command. Hf you are Using system 
soltware version 7.0 and the Help command does not uppear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific Command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter | 


aun Creating a new worksheet 
Microsott Excel dutomatically creates anew worksheet whenever you start the 
appheation, During a work session, you can create additional new worksheets. 


1) Choose File New 

2 Inthe New box, select the Worksheet option, 

3) Choose OK 

Microsolt Excel displays the new worksheet in a new window with its upper-left 


corner inthe upper-lett part of the Workspace. If a window already veccupies that 


area, Microsoft Excel places the new document window slizhtly lower and to the 
right, 





Creating a New Worksheet EI 
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The Parts of a Worksheet Window 


The following illustration shows the parts of the worksheet window: 


Menu bar 


Reference area Column heaaing 












Active cell Formula bar Worksheel name Tool bar 
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Row heaaing 


Status bar 


a Reference area Displays the row and column number of the active cell. 
For example, in Al reference style, the reference D17 designates the cell Th 
column D, row 17, In RIC reference style, the sume cell would be desig- 
nated RI7C4, the cell in row 17, column 4. If you have selected a graphic 
Object, the reference area displays the object identifier, 

During certain Operations, such as opening of saving a document of sorting a 
database, the reference area indicates the progress of the operation, Depending 
on the operation, Microsott Excel indicates progress In percentage accom- 
plished (such as “Sort: 80%") or in cells remaining to be processed (such 

as “Recale: 454"; when recalculation is complete, this number is zero). 
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Formula bar The Part of the Microsoft Excel y indow you use to enter or 


edit data or formulas in a worksheet cell. The formula bar displays the con- 
‘tant value or formula contained in the active cel]. 


roi bar = The bar at the lop of the Microsoft Excel window that displays 
he names of the menus. In the preceding illustration, you see the menus for 
Worksheets because the active window contains a worksheet. 


oes bar = The bar below the menu bar that displays buttons for applying 
styles, Crealing an outline, selecting all visible Cells, aulomatically calculating 


usually 4 number (including a date or time) or text, bul can also be a logical — 
Value or an error value. A formula calculates a new Value from existing 4 
Values. (Normel_ JQ) 


® Active cell _ cell displayed with a heavy border, which indicates that the 


Workshe + 
rksheet |, Worksheet2, and so on. You rename each worksheet with a 4 j 


name of your choice when you save it. _ 

" Row heading A heading that identities & 
& 4“ heading that identifies a row On 4 worksheet. Row head- M 

INZS ure at the left of each row and are labeled | through 16384 (in both Al . a 
and RIC I reference styles). . @ 

a@ ‘8. « P ~ee . 4 : 
Status bar A bar across the bottom of the worksheet window that displays Ri 
brief information about the currently selected command or the current state of _ 


the Microsoft Excel workspace. 





Cr 













Creating a New Worksheet 


Normally, Microsoft Excel displays the tool bar, the formula bar, the status bar, 
and the scroll bars. However, you can hide each of these screen elements. To do 
this, choose the Options Workspace command and turn off the check boxes for 
the elements you want to hide. This setting applies to all your Microsoft Excel 
sessions until you change the setting. To display the screen elements, choose the 
Options Workspace command and turn on the check boxes for the elements you 
want to display. 

The following illustration shows the buttons and tools that appear on the tool bar: 





Show outtine 
symbols button | | Select visible cells button Chart too/ 


Bold and Selection Taxt box tool 


Malic buttons \ tool 











Camera 
buttons foo/ 
Line, rectangle, oval, and arc tools Button tool 


Style box —_ Use to define and apply formatting styles to a selection. For infor- 
mation on defining and applying styles, see “Formatting with Cell Styles” in 
Chapter 5. 


Promote and demote buttons Use to promote and demote sections of your 
worksheet to create an outline. For information on outlining, see “Outlining a 
Worksheet” in Chapter 6. 


Show outline symbols button — Use to turn the outline symbols on or off. For 
information on outlining and outline symbols, see “Outlining a Worksheet” in 


Chapter 6. 


Select visible cells button Use to select all Visible cells on your worksheet or 
macro sheet. The phrase “visible cells” refers to cells whose data you have not 
hidden. After you have created an outline and hidden the data you don’t want to 
copy or include in a chart, you can select a range, click this button to select the 
visible cells, and then either copy the visible cells to the Clipboard or create a 
chart. For more information on outlining and the select visible cells button, see 
“Outlining a Worksheet” in Chapter 6. 
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Aulo-sum button — Use to automatically sum a column or row of numbers. 
When you select the auto-sum button, Microsoft Excel enters the SUM formula 
in the active cell. The SUM formula contains a reference to the contiguous range 
of numbers in the same column above or to the left of the active cell. 


Bold and italic buttons Use to turn bold or italic formatting on or off for the 
data in the selected cells. 


Alignment buttons — Use to left-align, center, or right-align data in the selected 
cells. 


Selection tool — Use to select Objects you want to move. size, or format. For 
More information on working with graphic objects, see “Working with and 
Formatting Graphic Objects” in Chapter 14. 


Line, rectangle, Oval, and arc tools Use to Create straight lines, rectangles or 
squares, Ovals or circles, and are segments. To create one of these graphic objects, 
click the appropriate tool and drag across the worksheet or macro sheet. You can 
add colors and styles to the graphic object with the Format Patterns command, 
and you can change the object's size and appearance with the Format Object 
Placement command. 


Chart tool — Use to create a chart from the data in the selected cells on your 
worksheet or macro sheet. For information on creating an embedded chart on 
your worksheet, see “Creating a New Chart” in Chapter 11. 


Text box tool — Use to create text boxes on worksheets and macro sheets. You 
can type an unlimited amount of text directly into a text box. You can format the 
contents of each text box independently with a variety of fonts, sizes, and Styles. 


Button tool — Use to create a button. You can assign a macro to a button on a 
worksheet, so the macro runs when you click the button. Although you can assign 
# macro to any object, you can specify a name to appear in a button. You can add 
colors and styles to the button with the Format Patterns command, and you can 


information on assigning 4 macro to a button, see “Assigning a Command Macro 
to 4 Button or Other Graphic Object” in Chapter 18. 


Camera tool Use to take a “picture” of a selected area on a worksheet or 
macro sheet. Microsoft Excel maintains a link between the selected area and the 
picture so that any changes you make to the selected area are duplicated in the 
picture. You can copy these pictures to the Clipboard and then paste them into 
Microsoft Excel picture charts as data series markers or in other applications as 
graphics. For information on the camera tool, see “Combining Charts, Work- 
sheets, and Macro Sheets” in Chapter 14. 
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Opening an Existing Worksheet 


To open an existing worksheet, you use the File Open a cos 
hi acr 2els ‘ument templates, 
al Is use >xisting Charts, macro sheets, docu 
command that is used to open exis wees , 
and workspace files. If the worksheet was one of the last four Microsoft “at 
documents used, you can also open the worksheet by choosing the ve - = 
name from the bottom of the File menu. When you open a worksheet, Micros¢ 
Excel displays it in its own window. 
Once you've saved a document with a particular name, use that name ea 
if F on a workshee 
example, if you want to ope 
ou want to open the document. For | _Ritheeirs — 
aa you've saved with the name Sales, choose the File Open command and sele 
Sales in the dialog box. | at 
With the File Open command, you can also open a text a sgh . : : a 
i 
5S ork in Microsoft Excel with data fr 1 of 
format. This makes it possible to w ~ ety ss 
applications. For example, you can open a text file as comma- 2 ee 
: ing i ac , in ; 
specif sourc data you're using as Macintosh, : 
ou can specify the source of the ! ——— x 
DOS or OS/2 wa more information on working with tiles from other _— 
tions, see “Exchanging Documents with Other Applications” in Chapter 8. 


Saeed chart Open an Existing Chant” in —s . 
Opening a macro sheet Poe ony ‘ Opening a Macro 

Opening a linked worksheet ik i with Data from Multiple 
Opening a document template ot “ Using a Document Template” in 


Opening a workspace file “Setting Up a Workspace” in Chapter 16 . 

Opening a document on a network Appendix C, “Using Microsoft Excel with nese ingne 

Opening a file in a different format “Exchanging Documents with Other Applications 
in Chapter 8 


. —" d 
“Saving a Worksheet” later in this chapter an ; 
“Exchanging Documents with Other Applications 


in Chapter 8 


Saving a document in a different 
format 


ides informati ing an existing worksheet, To 

ine Help also provides information on opening al aicted 

‘we ilies Help choose the Window Help command. If you “i a _— 
) and does not appear on the Wind 

software version 7.0 and the Help comman | | : 
ea display Help by pointing to the Help menu icon and epooemng ws wi 
Microsoft Excel Help command. For information ona speceic oo oh ol 
the Commands topic. For information on using online Help, see “Using Help 


Chapter |. 
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411 Opening an existing worksheet 
1 Choose File Open. 
2 In the list, select the worksheet you want to open. 


It the worksheet you want to open is not listed, switch to the folder contain- 
ing the worksheet by double-clicking the folder name in the list. For more 
information on changing drives and folders, see “More About Opening an 
Existing Worksheet,” later in this section. 


3 Choose the Open button. 


“ut Opening a recently opened worksheet 


Microsoft Excel displays a list of the four most recently opened files near the 


bottom of the File menu. The first document listed is the one opened the most 
recently. 


The list of the four most recently opened files is not displayed on Macintosh 
computers with 9-inch screens, such as the Macintosh Plus, SE, or SE/30. 


P Choose one of the documents listed near the bottom of the File menu. 


More About Opening an Existing Worksheet 


SPATS ANS 


Guidelines 


Changing Disk Drives or Folders — When you first choose the File Open com- 
mand, Microsoft Excel displays the name of the current drive in the upper-right 
corer of the File Open dialog box and the the name of the current folder in a box 
al the top of the dialog box. The folders and files in the current folder are listed in 
a box below the name of the current folder. To open a worksheet in a folder in the 
current folder, double-click the folder name in the list. The folders and files in the 
folder you double-clicked are then listed in the box. To open a worksheet in a 
higher-level folder above the current folder, point to the current folder name at 
the top of the dialog box and drag down to select the folder you want. To open a 
worksheet in a folder on another drive, choose the Drive button (or the Desktop 
button, if you are using system software version 7.0). 


Opening a Worksheet on a Network If you are using Microsoft Excel on a 
network, you can let any number of people on the network open the worksheet 
and view its contents at the same time. If you open a document with the Read 
Only check box turned on in the File Open dialog box, others using the network 


Ff space, use the File Open command. Al| documents that were open when you 











Opening an Existing Worksheet 





can also open the worksheet. For information on protecting data, see “Protecting 
Documents and Windows” in Chapter 16. For information on using Microsoft 
Excel documents on a network, see Appendix C, “Using Microsoft Excel with 
Networks.” 


Opening a Protected Worksheet If a worksheet was assigned a password when it 
was saved with the File Save As command, Microsoft Excel does not open the 
worksheet until you enter the password. For information on using a password to 
prevent unauthorized users from opening your worksheet, see “Protecting Docu- 
ments and Windows” in Chapter 16. 
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Phxinraoe Tips 


: Opening a Worksheet Automatically —\f you frequently use the same Microsoft 
Excel worksheet, you can save time by specifying that Microsoft Excel auto- 
matically open that worksheet each time you start Microsoft Excel. To do this, 
see “Specifying a Startup Folder and Document” in Chapter 16. 





Opening a Workspace If you often use a group of Microsoft Excel worksheets 
together, you can save time by saving these documents together as a workspace. 
To save a workspace, use the File Save Workspace command. To open a work- 





saved the workspace are automatically opened when you open the workspace file. 


Selecting Cells and Moving Around the Worksheet 


ee Before carrying out most commands and tasks in Microsoft Excel, you must first 
i select the part of the worksheet you want to work with. A selection consists of the 


highlighted items on your screen that will be affected by the next command or 
action. A worksheet selection can be a cell, a range of cells, an object, or charac- 


a ters in the formula bar. Microsoft Excel usually highlights what you select on the 
Sf 4  worksheet—the active cell in the selection is surrounded with a heavy border. 


Characters you select in the formula bar are also highlighted. However, Microsoft 
Excel surrounds cells you want to copy with a dotted line, called the marquee. 


If you're working in a worksheet that is too large to be displayed all at once, you 
can easily scroll through the worksheet to find the part of the worksheet you 


want. 
EB For information on See 
e Selecting and moving in the “Editing Worksheet Data” later in this chapter 
formula bar 
Selecting and moving in a chart “Selecting Items in a Chart” in Chapter 12 
Selecting and moving an object “Working with and Formatting Graphic Objects" 


in Chapter 14 
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Online Help also 
sv provides information on selec 

nor D , cling cells and moving ar 
= Kn L ) display online Help, choose the Window Help connidtan ate 7 
_ a system software version 7.0 and the Help command does not a stg 

¢ , L . . ' 
re: Mme Help by pointing to the Help menu icon and + so 

: “Xcel Help Command. For information on ; if 
N 4 specific command 


select the Commiands topic. F 
. For inf ALIC ; 
Help” in Chapter | Pp Ormation on using online Help, see “Using 


Selecting Cells on a Worksheet 


You can make thre 
multiple selection. 
HOt Next to each ott 
of selection: 


ppces of worksheet selections: a single cell, a range, or a 
. —— selection consists of single cells or ranges that are 
er. the following illustration shows an example of each type 


Single-cell selection Range selection . 





—_— 


Muluple selection 


After you s ‘tari 
kevtieceed — a a or make a multiple selection, you can use the mouse or 
Ove the active c ithi Be cy : 4 
selected. For more inform; via — the selection while keeping the cells = 
ormation, see “Moving Within a Selection.” later in this 


Ss ction. ‘or informat 
€ F lon ON entering data in a selectio 7 
“R selection see 2 i . : ‘. : 


Movement keys include the ARROW 


PAGE uP i 
. ANd PAGE DOWN and their related key combinations such @S SHIFT+HOME. 


ee 





keys (UP, DOWN, LEFT. or RIGHT), HOME, END A 


Selecting Celis and Moving Around the Worksheet 
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aaa Selecting a single cell 
A selected single cell is called the active cell. 


P Click the cell you want to select. 


> Press the movement keys to move to the cell you want to select. 


sina Selecting a range of cells 


You can select any rectangular section of a worksheet. When you select a range, 
the first cell you select becomes the active cell. 


1 Point to the first cell you want to select. 


2 Hold down the mouse button and drag through the remaining cells you want 
to select. 





1 Press the movement keys to move to the cell you want to select. 


2 Hold down SHIFT and press a movement key to extend the selection to include 
the cells you want. 


sun ~- Making a multiple selection 

You can select any combination of single cells or ranges of cells. The ranges do 
not have to be adjacent but can be anywhere on the worksheet. 

1 Click the first cell, or drag through the first range. 


2 Hold down COMMAND as you click each additional cell or drag through each 
additional range. 


To do this procedure, you must be using an extended keyboard. 

1 Press the movement keys to move to the first cell in the range you want to 
select. 

2 Hold down SHIFT and press a movement key to extend the selection to include 
the cells you want. 


 ——— 


3 Press SHIFT+F8 to keep the current selection. 


The message “ADD” appears in the right side of the status bar to let you know 
that you can add another nonadjacent cell or range to the selection. 


4 Move to the first cell of the next range you want to select and press SHIFT +F8. 


5 Hold down SHIFT and press a movement key to extend the selection to include 
the cells you want. 


6 Press SHIFT+F8 to keep that selection. 
7 Repeat steps 4 through 6 to add selections. 


—— — 
edlinadiihantienendie aia aee ae 


— ees 
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Selecting a Specific Cell or Range 


Phe fustest Way to find and select another 
Formula Goto command. Formula Goto quic 


sun“ Finding and Selecting a cell or range 


1 Choose Formula Goto. 


2 Inthe Reterenc 
erence box, type a cell or range reference or select a name in the list 


3 Choose OK. 


sua Going back to where you were 


cally displays that locati 
Ocation in the R ; 
command. eference box the next time you choose the 


1 To go back to where you were, choose Formula Goto again 
2 Choose OK. | 


Selecting Cells with Specitic Types of Contents 


» Notes Useful for quickly finding and reading worksheet notes 


i “ | | y 
{ i} . * - | =n 


8 Formulas Useful for finding formula errors 


e Blanks Useful for fing; 
: t finding cells that sh 
ee ould contain data. b t, and ar 
therefore causing formulas to produce misleading results re 






° s+ 7. 
2 7° b nis 
Ps 


IS TED Se PEE aA SPS DROS MEE RE 


s Row or column differences 
2 Precedents or dependents 


= Last cell 


# Graphic objects or text boxes or buttons 
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Current region or array Useful for selecting the region or array to which 


the active cell belongs. 
Useful for finding cells that are different in the 


same row or column. 
Usetul for tracing how cells are connected in 


your worksheet, and for building macros that trace references. 
Useful for finding the cell that marks the lower-right corner of the 
worksheet or macro sheet. 


# Visible cells Useful for selecting visible cells in an outline. You can‘also 


select visible cells using the select visible cells button ( (aa) ) in the tool bar. 
Useful for finding all graphic 

objects including all text boxes or all buttons on your worksheet. For infor- 
mation on selecting graphic objects, see “Working with and Formatting 
Graphic Objects” in Chapter 14. 

For more information on and procedures for finding cells with the Formula Select 

Special command options; finding and replacing data; or on finding specific 

formulas, values, or any sequence of characters, see “Finding and Replacing Cells 


and Data” in Chapter 4. 
aus Selecting cells with specific contents 

To do this procedure, you must be using full menus. 

1 To search the entire worksheet, select a single cell. 

To limit the search to a specific range, select the range. 

2 Choose Formula Select Special. 

3 Select the appropriate option for what you want to select. 

4 Choose OK. 

Microsoft Excel makes a multiple selection of all cells in the search area with 


the type of contents you selected in the dialog box. For information on moving 
through the cells in the selection, see “Moving Within a Selection,” later in this 


section. 
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| Selecting Cells with the Mouse 


f ) ee > 
You can use your mouse to select on a Microsoft E 
Performs similar actions in the tormula bs 


formula bar, see “Editing Worksheet Data,” later in this Chapter 


© To select on 
table. When : oe with the mouse, use the actions listed in the followin 
| yOU select 4 range or make a multiple selection you can move th & 
, e 


‘ 
. 


To 
Select a single cell 
Select a range 


Do this 


Drag through the cells yOu want. 
Click the row or column heading. 





Select an entire row or 
column 


Selec 
{ Many rows or Drag through the row or column headings. 


columns 
Select the current arra 
y Hold down ComMAND SHIF 
the range. + T and double-click any cell in 
Select the entire work 
: Click the 
sheel, except objects hae —_ rectangle to the left of the column 


Make a | 
multiple selection Drag through the first Selection, and then hold down 


COMMAND as you drag throu iti 
selection. “ gh each additional 


eo To move ; slect in; 
Peat — in a Worksheet with the keyboard, use the keys and key 
ations Itsted in the following t; 
ng table. When you selec 
multiple selecti , sin you select 4 range or make 
I lection, you can move the active cell within the ilieiien and still Seas 


the cells selected F 

‘ - For information, see “Moy; 

. 0 aS ou ad 
Pa ving Within a Selection, following 


lo use the HOME, END, PAGE UP, and PAGE Dow 


extended keyboard. ner poe es —_ 






Click the cell yOu want. ee eee 


Selectin 


Pes POWs Tat 












ris Ooo 


¥ 


To 
Move to and select one cell up, down, left, or right 


Extend selection one cell up, down, left, or right 
Move by one biock of data up, down, left, or right 
Extend selection by one block of data up, down, left, 
or right 
Move to start of row containing active cell 
Extend selection to start of row 
Move to end of row containing active cell (last 
occupied column of worksheet) 
Extend selection to end of row (last occupied column 
of worksheet) 
Select entire rows containing selected cell or range 
Select entire columns containing selected cell or 
range 
Move to and select active cell at upper-left corner of 
worksheet 
Extend selection to active cell at upper-left corner of 
worksheet 
Move to and select active cell at lower-right corner of 
worksheet 
Extend selection to active cell at lower-right corner of 
worksheet 
Move to and select active cell at upper-left corner of 
window 
Extend selection to active cell at upper-left corner of 
window 
Move to and select active cell at lower-right corner of 
window 
Extend selection to active cell at lower-right corner of 
window 


Select the entire worksheet except objects, if a cell is 
selected; select all objects on the worksheet if an 
object is selected 


Collapse selection to a single cell or object 
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Press 


ARROW key (UP, DOWN, 
LEFT, RIGHT) 


SHIFT+ARROW key 
COMMAND+ARROW key 


COMMAND+SHIFT+ 
ARROW key 


HOME 
SHIFT +HOME 
END 


SHIFT+END 





SHIFT+SPACEBAR 
COMMAND+SPACEBAR 


COMMAND+HOME 
COMMAND+SHIFT +HOME 
COMMAND+END 
COMMAND+SHIFT+END 
HOME (Scroll Lock on) 
SHIFT+HOME (Scroll 
Lock on) 

END (Scroll Lock on) 
SHIFT+END (Scroll Lock 


on) 


COMMAND+A or 
COMMAND+SHIFT+ 
SPACEBAR 


SHIFT+DELETE 


Be 
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Moving Within a Selection 


When you select a range or make a multiple selection, you Can move the active 
cell within the selection and stil] keep the cells selected. For information on 


entering data in a range or ina multiple selection, see the following section, 
“Entering Worksheet Data.” 


With the mouse, hold down CTRL and click the cell in the selection you want. 
This cell becomes the active cell. 


Use the keys listed in the following table to move the active cell while keeping 
the cells selected. 


To move Press 

Down one cell in the selection ENTER’ : 
Up one cell in the selection SHIFT+ENTER’® 

Right one cell in the selection TAB"* 

Left one cell in the selection SHIFT+TAB** 

To next corner of range area CTRL+PERIOD 

To next range in a multiple selection CTAL+TAB 

To previous range in a multiple selection CTAL+SHIFT+TAB 


“It selection consists of a single row, then pressing ENTER or SHIFT+ENTER moves the active ceil right one 


Cell or lett one cell, respectively 


**if selection Consists of a single column, then Pressing TAB of SHIFT+TAB moves the active cell down one 


Cell or up one cell, respectively 


Scrolling Through a Document 


You scroll through a document to see a different part of the document. You can 
use the scroll bars to move through and view a document that is too large to be 


displayed all at once in a window. When you scroll through a document, only the 


screen display changes; the active cell or Current selection remains the same. 


The entire horizontal or vertical length of a scroll bar represents the entire vertical 


or horizontal data area of the document. Note that the scroll boxes on the scroll 
bars move to indicate your position in the document when you scroll. 
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Click a scroll bar between the scroll 
box and an atrow to scroll over a 
large interval of columns or rows. 


Click the left and nght arrows on 
the horizontal scroll bar to scroll 
one column at a time. 


Click the up and down 
a/rows on the vertical 
scroll bar to scroll one 
row al a time. 





Drag a scroll box to a different position on a scroll 
bar to scroll quickly to a certain positon. 


To scroll through the active document with the mouse, use the actions listed in 
the following table: 4 


To Do this 


Click the arrow at either end of the 
vertical or horizontal scroll bar. 


Click in the scroll bar on either side of 
the scroll box. 
Drag the scroll box to a position in 


the scroll bar corresponding to the 
general location you want, _ 


Scroll one row or column at a time 


Scroll one window vertically or 
horizontally 


Scroll to a general location 
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a . 
= oo through the active document with the k 
= Ns listed in the following table with Scroll L : 
i Lock on, the message “SCRL” ; i 
en you are finished scrollj 
rolling, press SCR 
v* > y - i | : 
can use the ARROW keys to select cells. ns 


To use the follow 
ing table, you must be usi 
sing an extended keyboard 


To 
Turn on Scrol 
Scroll one row up Or down or one a aici 
column left or right oo 
Scroll up one window P 
AGE UP 

Scroll down one window PAG 

E DOWN 





Scroll left one window 


COM 
Scroll right one window oan a is 


COMMAND+PAGE DOWN 


M 2 | 
ake Cell active in upper-left corner of HOME 


window 


Make cell active in lower-right corner of 


window END 


More About Selecting Cells and Mo ving Around the Worksheet 
SRA Guidelin es 


Extending the Selection with the Formula Goto 
extended keyboard, you Can extend the select 


MORE ABOUT 


Selecting a Named A 
rea ora 
Formula Goto command yererinn Another Worksheet 


sheet, an exclamation poi 


| Choos 

if the Reference box, type the name of il k 

‘Seu oe , and the reference or name. For example, t OE 

ed Budget, you would open Budget and type bud ettb3. ” 
get! 





Tips 


Freezi 
zing Titles While You Scroll Through the Worksheet To help you k 
u keep track 


of which columns ; 
s and rows you're working j 
worksheet. split the w orking in while you are scrolli 
plit the window below the column titles or to the rem sit " 
€ row 


Opti : 
plions Freeze Panes command to freeze those titles 


For information on freezing ti 
2 reezing titles, see “Chanoj 
Displayed” in Chapter 5. a ae 


ting Cells and Moving Around the Worksheet 


. ‘ +i 


Selec 


et 4, 





It you are concerned about how much 


; Checking the Size of Your Worksheet 


BS memory or disk space your worksheet Is using, you can check the size of your 

worksheet by selecting the last cell in the worksheet or macro sheet. The last cell 
marks the extent of the area of the worksheet that is saved when you save the 

‘ worksheet; Microsoft Excel ignores the unused rows below and columns lo the 

E right of the last cell. To select the last cell, choose the Formula Select Special 

9 command and select the Last Cell option. 


ae Entering Worksheet Data 

You can enter two basic types of data in a worksheet: constant values and 
formulas. A constant value is data that you type directly into a cell, it can be a 

‘ numeric value, including a date or time, or it can be text. A formula is a sequence 
of constant values, cell references, names, functions, or operators that produces a 
new value trom existing values. Formulas always begin with an equal sign (=). 





Constant values do not change unless you select the cell and edit the value 
yourself. A value that is produced as the result of a formula can change when 
other values in the worksheet change. The following illustration shows examples 


a. of these types of data in two different worksheets. The worksheet on the right is 


set up to display formulas in the cells. 


Number constant 







10/3/90] 
123875 
49 75| 
$975 
5975 
79 75 
$36,641 25 | 


Current Velue | 
$20,262 50 
eet ie 
7,254 00 
61900 
$9,734 00 

$44,035 00 | 









=F27+30 


$51,106 66 =Revenue- Expenses 





Current Quote 





Number constants 


Text constants 


In Microsoft Excel, you can enter three basic types of constant values: numbers, 


a dates and times (which are stored as numbers in Microsoft Excel), and text. You 
y use the formula bar to enter values in worksheet cells. For information on 

p entering formulas in worksheet cells, see “Entering a Formula,” later in this 

4 chapter. 
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You enter dat 


hike ‘ m givin by selecting the cell and 

range. To enter data quick! 
range of cells. You can then make 
cells in the range by pressing ENTE 
lyping. 7 


fab | yping. You can also enter data 
| several adjacent cells, first select the 
cell entries, one after another, in successive 
R lO move to the next cell after you finish 


, é. 





In addition to selecting an 
make a multiple selection 
selection is a selection made 


y rectangular section of a wor 


ksheet, you c 
* > 2 . : F van ' ; 
and then enter data into the : ie 


selected cells. A multi 

, ultiple 

6 Lae cells or ranges that are not next to cath 

time by first making a wvollinle eae = of a large worksheet, you can save 

alter : nh. You can the , 

aller another a en make cell entries 

ee as age A first Moving to the next cell or cell range. For os one 
aking a multiple selection and moving the active cell ney infor- 

ithin a 


multiple selection “> 

» ee “Selecting Cells ; 

wae Sa 

Fo ptr g nd Moving Around the Worksheet,” 


For information on See 


Selecting with the mouse or 
keyboard on a worksheet 


Editing existing worksheet data 


Entering formulas: inserting cell or 
range references in a formula 


“Selecting Cells and Movin 
Cells g Around the 
Worksheet” earlier in this chapter 


“Editing Worksheet Data” later in this chapter 
“Entering a Formula’ later in this chapter 


Using a named céil range or 
reference in a formula 


Changing how data is di 
Splaye 
worksheet awe 


“Entering a Formula” later in thi 
Ente this chapter and 
Naming Cells and Formulas” in Chanter 6 


Chapter 5, “Formatting a Worksheet” 


} 
l l 


gry | 
( st Help, choose the Window Help command. If you are usi 
software versi : 3 | 
pert — 7.0 and the Help command does not appear on the Wind 
seis a pe by pointing to the Help menu icon and choosing e 4 
soll Excel Help command. For | i : 
. For information on a specif; 
specific command, s 
, Select 


the Commands topic. For inf, 
S topic. For inform: . ; 
Chapter 1. ‘auion on using online Help, see “Using Help” in 






NOTE 


Entering Worksheet Data 





Working in the Formula Bar 


The formula bar is the part of the Microsoft Excel window below the menu bar 
where you enter or edit data in a worksheet cell. When you start typing oF editing 
cell data, the formula bar becomes active as shown in the following illustration: 


The cancel and enter boxes appear when the formula bar is active 


What you type appears in the formula bar. 










ormet Data Options Macro Window ee 
D Soe Gls) = 


Worksheet) 


" @ Fite €aik formula 


Cecoat OD) Ky» Kaaize (=) (17) (lela) 
PAI __ BREA Acovel Corpord 









The insernon point indicates where the 
next character will be inserted. 


...and in the cell. 


The formula bar displays the constant value or formula contained in the active 
cell. The insertion point, the blinking vertical line in the formula bar, indicates 
where text will be inserted when you begin typing. 


The formula bar includes an enter box and a cancel box. You complete a cell 
entry or an edit you’ve made to an entry by clicking the enter box with the mouse 
or by pressing ENTER. You cancel an entry or edit by clicking the cancel box with 
the mouse or by pressing COMMAND+PERIOD 


When a worksheet is active, the reference area displays the reference, or row and 
column location, of the active cell. While you are selecting a range of cells, this 
area displays the size of the selected range. For example, if you hold down the 
mouse button or the SHIFT key and select the range A1:B1, you will see “| RX2C” 
in the reference area. This tells you that the selected area is | row by 2 columns. 
When you release the mouse button or the SHIFT key, you will see “Al” in the 
reference area; Al is the reference of the active cell in the selection. 


The formula bar is inactive when the enter and cancel boxes are not displayed— 
for example, when you first open a new worksheet or when you select cells 
before choosing a command. 


Most menu commands are unavailable when the formula bar is active. These 
commands are dimmed to indicate that they are not available until you complete 
the entry in the formula bar. If you want to work in the worksheet rather than in the 
formula bar and notice that most commands are dimmed, press ENTER to accept 
the formula bar entry or press COMMAND+PERIOD to cancel the entry. 


Movement keys include the ARROW keys (UP, DOWN, LEFT, OF RIGHT), HOME, END, 
PAGE UP, and PAGE DOWN and their related key combinations such aS SHIFT +HOME. 
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aus Enteri j 7 
ng data in a cell “ To make a multiple selection, you must be using an extended keyboard. 
To enter dati ace r ee 
er data ina cell, you first select a cell to make it the active cell and then e 1 Use the movement keys to move to the first cell in the range you want to 
& you type the data. ; S aehabe 
1 Click the ce hie ' , | 
| e cell into which you want to enter data. :% 2 Hold down SHIFT and press a movement key to extend the selection to include 
2 Type the data , 4 the cells you want. 
The data you type appears in the formula bar and in the active eal . «i To select an additional cell or range on another part of the worksheet (a 
9 Click the nes ho _ multiple selection), press SHIFT+F8 to keep the current selection, Select the 
x { ) to ente ali ‘e clic : é = ‘ 
box ( J ) to clear th oe fr alae? data in the cell, or click the cancel first cell in the next range you want to select and press F8. Use the movement 
e dali 4a har ; : . : 
om the formula bar and the cell. : keys to extend the selection to include the cells you want and press SHIBT+F8. 
Q U Repeat these sequences to add selections. 
, se the movement keys to move to the cell into which you wanttoenterdata. 3m 3 Type the data for the active cell. 
2 Type the data. = ‘ 


1 . If you've made a multiple selection, use the keys listed in the following table 
ve data you type appears in the formula bar and in the active cell. » & to move to the range you want to enter data in first. The cell you select be- 
comes the active cell; the data you type appears in this cell. 





Ire NITE > ata i : 
3 Press ENTER to enter data in the cell, or press COMMAND+PERIOD to clear the 
dite Need tans Ecetaads lanie diadline cath _ If you've made a multiple selection and you want to enter data in the first cell 


range you selected, press CTRL+SHIFT+TAB until you select the cell in the 
upper-left corner of the first cell range. This cell becomes the active cell, the 
data you type appears in this cell. 


mut Entering data in a cell range 


, 4 : See ; 
You can quickly enter data into several adjacent cells by selecting a range of cells 


and then entering the dat additi ‘ting 3 ; = 
pret Sb sh the data. In addition to selecting any rectangular section of a > The formula bar becomes active when you begin typing. 
orksheet, you can also make a multiple selection and then enter data into the Se: Press ENTE oe d h ell in the selec 
selected cells. This procedure includes steps for entering data in a multiple , % A DRin TEI ote i ta ORE ede fo Eee REE See Ne Senecene. | 
mera If you're pti data in a multiple selection, choose the Options : 5 Repeat steps 3 and 4 for the remaining cells in the range. 
Orkspace command and turn on the Move Selection Af *hec ; ) | 
® + jee eae After Return check box. ; A If you've made a multiple selection, Microsoft Excel automatically makes the 
) “_ ‘ , ‘. = 3 c ; 
oint to the first cell in the range you want to select. i cell in the upper-left corner of the next range the active cell. 
2 Drag throug ‘cell ri , ; ; ‘4 ; ; ; ' 
8 through the cell range you want to select. ea After you make a multiple selection, you can use the keys listed in the following 
To select an additional cell or range on another part of the worksheet (a _ table to move the active cell while keeping the cells selected: 
multiple selection), hold down COMMAND and click each additional cell or eS T P 
drag through each additional range. . a reer ress 
3 Type the data fur u . , Down one cell in the selection ENTER" 
/pe the data for the active cell. 
rT ;' Up one cell in the selection SHIFT+ENTER™® 
= ve — a selection and you want to enter data in the first cell Right one cell in the selection TAB** 
ange you selected, hold down CTRL. while you click the cell i 
inte gira ie HIFT+TAB 
corner of the first cell range. This cell becomes the active cell: the data you att OE CD Be ae ea Brine 6 
lype appears tn this cell. To next corner of range area CTAL+PERIOD 
The formula bar becomes active when you begin typing. To next range in a multiple selection ila 
‘lic : . = To previous range in a multiple selection CTAL+SHIFT+TAB 
4 Click the enter box or press ENTER to enter the data and move to the next cell — : > : 
In the selection, * if selection consists of a single row, then pressing ENTER or SHIFT +ENTER moves the active cell right one 
The ncut coll cell or left one cell, respectively 
e next cell in the range eos 
ge is now the active cell. **1 selection consists of a single column, then pressing TAB or SHIFT +1AB moves the active cell down one 
S Repeat steps 3 and 4 for the remaining cells in the range. oot or ep cnt gue, reapaceney 
lt you've made a multiple selection, Microsoft Excel automatically makes the | 
cell in the upper-left comer of the next range the active cell, : 
| 
' 
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Entering Numbers 


loenter a Huiiber as a COMSTUNL, select a cell 


Helers (0 | 2 345 67% 


and type the number Numbers can 
9) and any of the lollowing special 


Melude HUMIC Chas 
A Narac lel ‘ 


+ 194 TS % Ee 
Microsott keacel IPOS } 


eMler a Negative nuniber. either precede it with ; 
Within parentheses 10). You can include comm 


CONSTANTS, such as 1.000.000, Microsoft Excel uy 
COUY as a decimal Point, 


) or enclose it 
as in Numbers you enter as 


Cals a single period in a numeric 


NOTE 


I an eNtry Contains any char 
listed carher, Microsoft Exe 
Pacilic Avenue’ 
Text | 


acter other than Numbers 
el interprets it 


“IN UTENI entry. For intorm 
“ler in this section. 


and the special Characters 
as Text. For example, the address “8039 
aon On entering text, see “Entering 
When you create “Hew worksheet, all ¢ 
General tommat. Microsoft Excel displays numbers ds precisely 
Mlever format (789). fraction format (7 8/9), decimal fraction format (7.89), or 
SCIEN Notation (7 SYE+08) if the number ts longer than the width of the cell, 


Unless you specily a dillerent lormat, Microsoft Excel uses General format. 
When you ty 


ells use the General number format. In 


as possible, using 


NOTE 
Pe humbers in cells formatted as General, Microsot Excel 
he number a burlt-in format b 


aSsizns 
ased on what you typed. 


Microsoft Exce| assigns 
If you type this number format 
1,000 General 
10 General 
1.1230 General 
11% 0.00% 
1.919% 0.00% 
11E+2 0.00E+00 
11/2 # ?/? 
11/12 # 22/29 


bora description of the symbols 


Used in the 
“Formatting Worksheet Dat 


Microsoft Excel number formats, see 
a” in Chapter 5. 
When you enter a nhuimber that contains a doll 


Percent sign (%) alter the Humber, Microsoft 
eell’s lormat fron) ¢ CNC! 


ar sign ($) before the number or a 
Excel aulomatically changes the 
al format to dollar format or a percentage, respectively. 
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‘Te ormial bor 
he Format Number command to specty Eo Shaan 
You can use the lates, and umes. When you choose Korm eg 
displayimg numbers, i | di Hop box with a list ol burlt in num a a Page 
Hae saaahgy nobiat hy ll ; \fonwaes the choices in the list are com ws 
choices i i Mea st Ree looks Like Note that the lista 
symbols that repres 


‘sor Pines.” 
‘USse “Entering Dates « 
| id time formats; these are discussed in 
, ‘s dule anc 
mclhudes date i 


following in this section. 


FE system to determine 
’ s de 1 your operating sy at. and list 
he settings defined ir : e format, an 
ee Se soni is following items: ee tor Sweden. 
act po es if your operating system Is act ear as the date for 
Fite ie aaa “ke” as the currency sign, day-month-y 
Microsoft Exce 


mat, and semicolon (;) as the list separator 


: ‘uch 
: nples Ol cue 
: and shows exal . 
llowing table lists the built-in number tormiats at ee a aie 
pov gente 3 | | he cell contains a pos : . 
: rae —) iute | b semicolons 
ual i al is displayec ne aA 
ie Sy ae ul a For information on the sections (sepi 
3 a track 
number, and ij 


= ‘roan thas 
»W set Data,” later in 
ber format, see “More About Entering Workshice 

ina number tormiat, 
secuion, a2 

— ata 

: numbers, so tha 
dollar formats produce a trailing space for positive 

The dollar 


. alive values 
of positive or neg 
imal point regardless : ‘ 2767 or 
seep ls tanean te a use numerators greater than 3 
When enter 


denominators greater than 9999. 


Number Typed 


5 
-5 
5 
Format = 05 
General : 4 1 
: 5.00 -5.00 ~ 
0.00 ‘ sr 
#, ##0 iia 0.50 
5.00 i 
#,##0.00 oe $5) 
$S#,##O ):(SH#,##0) ss $5)" $1 
$#,##0_):[RED]($#,##0) eae int $0.50 
$#, ##0.00_);(S#,##0.00) ae te: ti0* $0.50 
(RED]($#, ##0.00) $5. ic 
$#,##0.00_ );| ae liane | 
‘. 500 00% -§00.00% ene 
he 5.00E+00 ~-5.00E+00 5.00 ¥ 
a : a bs 
/9 : } 
# 22/2? 


* Displayed in red 
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\ Ou cath adse ciCale yous OW) humiber horn 


MES TO tise th addition to the builtin 
HOt lo enter social SSCUTILY Numbers or 
venlry time by creating a custom Number 


Ou CHiter just the numbers in the cells, and 


lisplays the numbers « th the hyphens. For a list of the symbols 


Mats and procedures tor using the symbols to 


HUENDCT Lortiats bar example. ib you yw 
lelephone numbers. you can reduce dat 


FOrmiat that te tudes the hyphens. Y 
Microsott | Vol ¢ } 


Crete COSLOL Humber Lormiats. see “Formatting Worksheet 1) 


sus Entering numbers in worksheet cells 


To Select the cell of cell range ito which youw 
OF nunmibers 


ata” in Chapter 5. 


ant to enter a number or a group 


€ Type the mumber 
The number you ty Pe appears inthe tormula bar and in the active cell, 
J Click the enter box o Press ENTER 


4 Voentes additional humbers ua cell: 


age, Fepeat steps 2 und 3 for each 
Number, 


Microsolt Excel tulomatically rght-aligns numbers in the worksheet cells. 


uu Assigning a built-in number format 


You can assign a built-in number form 


alto cells either before or alter the 
Humbers are Ciicred inthe cells. 


T Select the cells you Want to format. 
2 Choose lormat Number. 


3 Inthe bornat Number box. select a number lormial 


there ts a number. date, or time in the active cell When you select a format, 


Microsott Excel shows you under Sample how the number, date, or time will 
look with the selected format. 


4 ( ‘hoose ( IK 


Entering Dates or Times 


In Microsott Excel. a dite or time is a number Although Microsott Excel stores 


he date of time as a HUMDer, you can displ 
builtin formats by typine the d 
hormat Nuaiber Command to cl 


ay the date or me in any Of several 
ale or time in the formar you want or by using the 
lave the format atter you citer the date or time. If 
YOU USE One OF the builtin date or time formats when you enter a date or time, 
Microsoft Exce! Automatically changes the cell's format trom General to the 
{PpPropriate date or tune lormat. For example, if you type ¥-mar-91 in a cell 


lormatiod as General (the default format), Microsoft Excel changes the cell's 
hormiat to the d Minin-yy date format. 


NOTE 
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VY i) in ) ) esd) | 4 4 ) ‘ 4 ) Md» W i 
. ‘ J lial | ith ‘ 

Wh y ul L ‘ . : : 

lime Orla ’ x a | ; ) ‘ | show Ci | 


cuch lormal: 


Display 

or 4 Mar 91 

leah il 4-Mar 

d-mamm Mar 91 
mmm-yy > 

8.50 PM 

hmm AM/PM 85035 PM 

/PM i 

h:mm:ss AM 20 50 

alii 20°50 35 

himm:ss 3/4/91 20.50 


mid/yy hmm 


stem to determine 
ft Excel uses the settings defined in your operating =v and list 
a s for the following items: currency sign, da ‘a tor Sweden 
the default setting ample, if your operating system is configured rei pre 7 
sdicoeoe Gacet ae "ke" as the currency sign, day ‘month-year as 
icfoso 


mat, and semicolon (;) as the list separator. 


> built-in choices by 
Iso type dates and times in formats other than the bu 
You Cull uiso ‘ Ss 6 
following these guidelines: | | 
8) {- 
Punctuation You can use a slash (/) or a hyphic = 
: P sume ce oul 
dtime You can type a date and time in the same ve thie A 
Saks ! : oul ce< 
. ns >the date and time by a space. For example. you ¢ x rd pi 
21O/9E \-4 5 2:35 pi feb-91 Be sure to include a space be 
2/10/9 :35 of 2:33 
and the letters PM 


> . " ’ s | / 
‘c Ss ) ’ 
. . j ‘ hi 7 } | 


» | 2-hour 
dy susing the |2-he 
ing the 12-hour clock — If you want to display time ust Ae i 
. . tin ¢ a" - : ; ol um or ‘A 
: ee am or pm. You can also type a or p instead p 
nee: ; ; y teller, 
must include a space between the me and the Ic 


sAccl 
Unless you type am or pm, Microsolt Eace 


‘rosott Excel you can also create and use your own date om nie ay 
biisre ipl . ‘iage may want to create a Custom format to simp ily ym 
poe on yi a eae with a complex custom date or ime easly e 
entry. You can mee : rk, se Microsolt Excel displays the Gata —— 
vi coy te nar on creating custom date and time formats, : 
ormal. yon 
"hanes Worksheet Data” in Chapter 5. 
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NOTE 





Vithough you can display dates and times in ses eral standard lormats, Microsott 


Pace) stores all dates ts serial numbers and all ines 


HuMDerS Thom | to 65 480 represent the dates trom January 2, 1904. to December 
31.2078 one number tor each conseculive d 
low 3/4/91 ps 4IN 449 


as decimal tractions. The 
ay. bor example. the serial number 


Phe decimal tactons trom 0.0 to 0.999 represent the times of 


au day trom 
DOLOOl00 (hours minutes seconds) or 12-00; 


VM midnight to 24:59:59 or 11:59:59 
UM borexample. the value 0.5 represents 12 noon 12/24 or 1/2 of a day. The 
value O75 is equal to 6 PM — 1K/24 or 3/4 of aday Vheretore, 31839.5 repre- 


sets 12 noon on 3/4/91: the iMleger Number (to the lett of the decimal pot) 
represents the date, and the fractional ~p 


represents the tine of the day. Y 
number by using the Form 
General 


art (lo the right of the decimal pot) 
ur can View a formatted diate or time as a serial 
al Number command to change the cell's format to 


Because Microsolt Excel uses serial numbers, you can easily perform calculations 


Using dates and times ats you would other numbers. bor eaample, 


Using normal 
date Lormiats, you ¢ 


acniter the date you purchase stock in one cell and the date 
you sell the stock i another cell. Ina third cell, you can build a formula with 
relerences to these cells to subtract the two dates and tind the number of days you 
held the stock. Because you cannot enter numbers in date or time form 
Wea formula, you enter the date or ume 
marks. Microsott Eacel converts it to th 


ils directly 
as text enclosed in double quotation 

¢ corresponding number when calculating 
the formula. Bor esample, the result of the formula =" | 2/31/90" " L1B0/90" 

Is 31, the number ot days between the two d 
Microsott Excel uses the serial numbers for 
results ia cate format 


ales. To calculate the formula, 
those dates. You can then display the 


Sunilarly, using normal tine formats, you can enter the starting time of an experi- 
mentite one celland the ending time in another cell Ina third cell, you can build 


t formula to calculate elapsed time Microsolt Excel uses the decimal fraction 
equivalents for the times to calculate the formula, 


If the dates in your worksheet are off by four years, use the Options Calculations 
command to check which date System your computer is using. If the 1904 Date 
System check box is turned on in the Options Calculations dialog box, serial 
number 1 represents January 2, 1904. You can change the starting date from 
which all dates on the worksheet are Calc 


SyStems and how to change them, see “More About Entering Worksheet Data," 
later in this section 


bor information on Using lormulas, see 


“Entering a Formula,” later in this 
chapter, Microsott Excel also bh 


as several built-in worksheet functions for 
Manipulating dittes. times, and serial numbers. For more imform 


ulion, see the 
Microsoft Excel Function Reference 
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au Entering a date or a time 


group of dates and times 


N 


moh 
Type the date or time the way you want it to boxe 


; ‘ Ml l y 


3 Click the enter box or press ENTER, 


You can tell 
Microsolt Excel formats the date or ime the way i — il 
: because ' -ulipnes 
that the date or time ts a number because it is right-alig 


aan Assigning a built-in date and time format 


y . ‘ ‘ ] L in us . l ih a 
l I ‘ ‘ l ( . 





in the cells. 


1) Select the cells you want to format 


, Ve ; WV c yor select al formal, 
. : : ; : . , ” c. 


look with the selected tormiat. 


4 Choose OK. 


Entering Text 


st ee at Microsolt Excel 

On a worksheet, fevf is any set of characters entered ina ha 2 il mb oS 

nia ( . ’ { | ry zt Vil uc, ore fé ‘ 

T ile, ime, logics 
‘rpret as a number, formula, di pies 

oes NOL Mterprel as a Seeds Sale waka, “ae 
° . ith Holgi numbers, Microsolt Excel does not change teal y 

s with cons s, 
select the cell containing the text and then edit tt. 


exl ils ul ons an , ] d ; 1 4 y | 
as 7s . y ‘ i vce y | inter. 


¥ ‘an also create text entries that include humbers ony ese : pues ; 
Be a , ‘nler an airline Hight number, such ds “TWA. ‘oe - Aicrosolt 

you want ms e ie » the entry contains Honnumeric characters, S icrus , 
type the entry. pyrene eae you may want to cater a number, such “ a | 
Excel interprets aie itn us text. Po enter a number as text, you enter te “il 
age set makina nunibers within double quotation marks. For caample, 
as a TOM Ula % 


‘te Y401. not as the 
if type ="59401" Microsoft Excel interprets this as the teat S94 
if you type = 
number 59401 
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You can al 


ereCHen LOST tn Lormiulas and io charts. In formulas 


: : lcAT mcludes 
Characters chchosed an double Quotation marks (° My aaa 


) In charts, the 
— | alts, the various labels 
Can De displayed are considered to be text Kor itorm yen 


hormiubas and charts. see “Entermy a bormnula.’ 


‘ater mi this cl 
a | “ ‘ S Cha ter, a 
| Deleting. and bormatine Tear” in ( ‘hapter 13 | sites 


sua Entering text in worksheet cells 
1 


Sele mee 
vel the cellor cell range into which you want to enter text 


2 lype the tent 


Phe teat yo 
YOU TY pe appears ithe formula bar and inthe acuve cell 


3 Click the enter box oF press ENTER 





u 
4 ‘ . : 
bo cater additional text ina cell range, repeat steps 2 and 3 for euch text item 
ex ‘ xt item. 
Microsolt Excel automatically lelt-alizns text in worksheet cells 
| oe 
om More About Entering Worksheet Data 
O 
am DOG Ge : : 
2 SPI Guidelines 
Lu Entering Data in More Th 
— e Than One Worksheet at the Same Time = When you are 
Oo OrKINe WIN similir Worksheets, you can save time by selecting these wi 
~ sheets as a workgroup. The data you enter and the chanves 5 ; kei se ' 
7 i “hres you thike im the active 


Worksheet ure 
gp r Sake duplicated in the same location in all the sheets in 
CWE Proup. b 
Broup. For formation on defining a workgroup and a list of Microsoft 


excel COM 
- inhals th il Calli be tse | . 
¢ . ed with a work OUD. see “FE 
. ’ * * . cL ii a)? ‘ 
u HouUp ini ¢ hapter s E Editing Worksheets us 


Built-in N 
umber Formats | Microsott Excel, a number lormiat is Composed ot 


\ . | . a,* . 


SECTIONS. YO ' . 
JOU Call tise just one or two, and the tert section can be omutted 


i ¢ ‘ ‘ 
. 


third ‘ lw ‘ 4 ‘ ‘ c ’ 
| \ / + & l : i! 


there ts only one se 
y one section, that format applies to all numbers. For a description of 


l . . . 
he symbols used mn the Microsoft Excel number formats see “Form 


Worksheet Data’ in Chapter 5. alling 


adhion on enleriny ICAL i 


MORE ABOUT 


Entering Worksheet Data Ei 


Values Stored vs. Values Displayed and Calculation = Mictosolt b:xcel displays a 
number according to the format of the cell Combai ih se the number you see i 
acell may differ from the number Microsolt Excel stares bor example, ib acell ts 
formatied to display only two decimal places and you by pe 26.006 in that cell, 
Microsoft Excel displays 26.01. In calculations, however, Microsolt Excel 

uses the number stored in the cell no matter how apy diyplayed on the screen. 
Microsolt Excel stores numbers with ES digits of accuracy This is called fud/ 


pl ecislon 


It you want Microsoft Excel to calculate on the basis of displayed values only, 
choose the Options Calculation command and turn on the Precision As Displayed 


check boar 


Entering a Number ina Formula ‘Vo include a number iia formula, pust type the 
number. Ina formula, you cannot use parentheses to iidicate a negative number, 
a comma to separate thousands, or a dollar sign ($) belore the number. If you type 
a percent sign (%) alter a number, Microsolt Excel interprets it as the percentage 
operator und stores it as part of the formula. The “ operator acts on the preceding 
number when the formula ts calculated 





Text-Wrapping ina Cell Instead of overflowing long strings of text into adjacent 
cells, you can display the text on multiple lines 0 thin awecell thts is called fear 
wrapping. To select cell teat-wrapping, choose the Format Alignment command 
and turn on the Wrap Text check boa. I you turned on the Standard Height teat 
box in the Format Row Height command, Microsolt Excel mereases the row 
height to fit the text in all the wrap-aligned cells in that row, TE you set the row 
height to a specific value, Microsolt Excel displays as many lines of text that ft 
in that row height. You can center, left-align, o1 right-align wrapped text ina cell, 


Date Systems in Microsoft Excel Ditles are stored mitcrnally as serial numbers. 
In Microsott Excel for OS/2 or Windows, the serial number | represents January 
1. 1900. In Microsoft Excel for the Macintosh, the serial number | represents 
January 2, 1904. It you are creating a worksheet in Microsoft Excel tor OS/2 o1 
Windows and plan to use that worksheet mn Microsott Excel for the Macintosh 
version 1.5 or earlier, enter all dates under the 1904 date system ot the dates wall 
not be displayed correctly on the Macintosh 


If you create a file in Microsolt Excel for the Macintosh using the 1904 date 
system and then open it under QOS/2 or Windows, Microsoft Excel recognizes the 
file format and changes to the 1904 date system for you Similarly, ib you create a 
file in Microsoft Excel for OS/2 or Windows using the 1900 date system and then 
open it on the Macintosh, Microsolt Kacel recognizes the tile tormat and changes 
to the 1900 date system lor you 


If the dates in your worksheet are off by lour years, you can change the starting 
date from which all dates on the worksheet are calculated Choose the Options 

Calculation command and turn on the 1904 Date System check box to switch to 
the 1904 date system; turn olf the check box to switch to the 1900 date system. 





‘ 
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Entering Logical Values and Error Values as Constants ¢ icnerally, you would 
Hotenter logical or error values as data in your worksheet Logical values wai 
efron Values are normally displayed as the result of a formula. and therefore ure 
hot constants However. ithe values themselves are entered into cells seoheu it 


hormulas ; 
s  forexample. th you Choose the Edit Paste Special command and paste 
Values only the values are then constants. 


ABOUT 


MORE 


Usually, logical values result from formulas that contain a logical function, or 
Ho equation that is either true or false, such as =1>0. The valid logical values are ~ 
PRUE and FALSE. Mictosoft Excel displays an error value in a cell diak 
cannot calculate the formula for that cell. Error values always beyin with the 


number sien (#). Uhe valid error values are: #N ‘fe 
. ; auies are: #N/A, AVALUE! iF! 
#DIV/0!, ANUIM!. and #NAME”. iittala ticieaes 


You may w 
ten ant to cnter an error value as ac alue 
be a : hue as a constant value when you are entering 
vg Gata that ts not complete, For example, you can type #n/a in all the 
cells lor which you currently do not have data; the error value acts as a place- 
holder and reminds you that data is MISSIN. 


lo enter a logical or error value as a constant or as part of a formula just type the 
Value. You can type a logical or error value in either uppercase or haceicieet 
Microsott Excel converts the word to all capital letters. Kor information on u ing 
logical values in functions, see the Mi rosoft Excel Function Reference. For jas 
information on error values that result from: using formulas and how to resolv : 
them, see “Entering a Formula,” later in this chapter. ats 





“* Tips 


Checking How Microsoft Excel Interprets the Data You Enter In some cases 

such as in calculating a formula or sorting data on a worksheet or in a database 
Microsoft Excel makes a distinction between a numeric and a text entry. For } 
example, when sorting numbers in a database, Microsolt Excel sorts the numbers 
entered as numeric values before sorting the numbers entered as lex! Values You 
can quickly chech if Microsoft Excel is treating a cell entry as a number of text 

by looking at how the number is displayed in the cell. Unless you have used the 
Format Number command to change the cell display, cells use the default General 
format where numbers are always right-aligned and teat is left-alizned 


—- Fractions That Don't Have Integers It you are ecmlering fractions that 
don't have integers such as 1/3 or 11/50 in cells with the General format you 
Must type a zero and a leading space so that Microsoft Excel doesn't convert the 


fraction toa date. bor example, when you type 0 1/3, the leading Zero acts as a 
Placcholder for an mwiteges | 





MORE ABOUT 


Sees Troubleshooting 








Creating a Date Series When you create yout Worksheet. you can use the Data 
Series command to create a senes of Column or row titles based on meremental 


lune periods such as the months of a year When you cieate a date series, you can 
specify that Microsolt Excel build the series based on ierements ol days of the 
month, months, or years. For example. it you start a series with a date and specity 
Increments of Months, Microsott Excel creates a series based on months of the 
year as column or row Utles. For information on creating a series, see “Creating a 
Series of Dates or Numbers” in Chapter 7, 


Entries That Exceed Column Width 1! a number value ty too Jong to be diyplayed 
in acell that has the General format (the default), Microsoft Excel stores the 
value as you enter it, bul displays the number in scientific notation. For cAample, 
250,000,000,000 would be displayed as 2.5E+ 11. [ff the number im exponential 
notation is sul too long, or if the cell has any format other than General and ts 
too long to fit, Microsoft Excel displays a series of number signs (####) In the 
cell. If the cell has a number format other than General and you widen the column 
enough to accommodate the width of the number, Microsolt Excel displays the 
number in the cell’s format. If a logical or error value eAcceds the column width 
of the cell, Microsoft Excel stores the value, but displays a series of number signs 





in the cell. 

If text is too long to fit ina cell, Microsolt Excel stores the text as you enter tl and 
overlaps the display of the text into the cells to the right until ad encounters a cell 
that is not empty. Microsoft Excel continues to store all of the text that wits 
entered regardless of how much text ts displaycu. 


You can adjust column widths to display long entries. To change column width: 


= Point to the vertical line of the column heading and drag to the right to widen 
the column, or to the left to narrow it. 


e Select the column you want to change and choose the Format Column Width 
command. Choose the Best Fit button, or type a column width in the Column 
Width box and chouse OK. Choosing the Best Fit button automatically adjusts 
the column width to accommodate the longest cell entry displayed in the 
selected cells in the column. To quickly adjust the column width to the best tt 
for the longest cell entry in the column, double-click the line to the right of the 


column heading. 


Troubleshooting Fractions You Type II the traction you typed in acell ith the 
General format is changed into a date by Microsolt Excel (lor caumple, "1/9" 
appears as “Y-Jan”), make sure that you enter a zero and a leading space betore 


typing the traction. 


. ——— 
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When you type dates and 
un the built-in chomwes. Mac bosott Eacel displ 


“ys a date 
as Close as possible to what you typed | 


lowever, In some Cuses, tl 


Obttiats stiehitly differently than you mtended Use the tollow 


AMATO TH you're unsure about how Microsoft Excel ts 


MMCEpPreting your date on time formats 


e Month name and single or double digit 


Ihe formula bat shows how Micros 


have typed Check the cell entry in 
formatting 


oft Excel interprets a date or time format you 
the formula bar if you have questions about the 


Mictosolt Excel ilerprels a 

astngle or double digit to be a month and a yeur. 
bor example. it you \ype february 4 
2/1/04 24.45, not bebruary 
Hierprety Was 2/1/10 17230 


month name followed by 


23:45, Miciosott Excel Interprets it as 
4 23:45. 1 you type feb-10 17:30. Microsott Excel 


beatering dates in previously formatted cells 
With neither the General format nor a date form 
the date to a serial number and 


I you citer a date ina cell 
al. Microsott Excel converts 
displays the serial number in the cell's format 
hor example, it you (ype 10-feb-91 into a cell formatted to display dollar 
Values, Microsott Excel stores the serial number tor the date, 31817. and 
displays itas S34.817. To display the number ay a date, choose the Format 
Number command and select the date format you want. 


Typing times in pres iously formatted cells 
with nether the General format nor ad time form 
the time toa decimal traction and displays the v 


example i you ty pe 6:00 pm ina cell form 
Without decimals, 


It you type atime ina cell 
al. Microsolt Excel converts 
alue in the cell's format. For 
alled to display dollar values 
Microsoft Excel stores the decimal traction tor the lime, 
75, and displays itas $1 (0.75 rounded olfto by. | 


vo correctly display the 
number us atime. 


Choose the Format Number commnand und select the time 


hormal you want 
Date formats Microsoft Excel does not recognize 
Hot recopnize a date lormat you type, it stores the date 
senial number If you try to use the date in calcul 
Microsolt Excel returns the AVALUE! error y 
either use a built-in form 
calculations 


Ht Microsott Excel does 
us feat instead of as a 
allons that expect a number, 
dlue. For this reason, you should 
ator create a custom date lormat when using dates in 


Time formats Microsoft Excel does not recognize — If Microsott Excel 


does not PecOpiiize a tine lorinial you type, it stores the time 


us Text instead of 
as a decimal traction 


Il you try to use the time in calculations, Microsoft 
Eevcel returns the #VALUEB! error Value. For this reason, 
Use a built-in format or create 
culculations, 


you should either 
d custom time format when using times in 


Nonexistent dates — || you enter a date that does not exist, such as 3/40/91, 
Microsoft Excel interprets it as text. If you try to use the date in calculations 
thal expect a number, Microsoft Excel returns the #VALUE! error value. 
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| Editing Worksheet Data 


aan sites 
You can easily change a cell entry in your worksheet by ty Jing ‘ jee pe Backed 
an cxisting one or by editing partot the celbentry Th you = . pas er eee 
the existing cell entry, you can achivate the fomuba bat - t mn nee sie 
move and select in the formula bar and Certain Cominaticls bo ee \ 


See 
information on x a 
a numbers, dates, times, and “Entering Worksheet Data” earlier in this chapter 
text 
Selecting with the mouse or “Selecting Cells and Moving Around the 
aan in a worksheel Worksheet” earlier in this chapter 


Entering formulas; inserting cell or “Entering a Formula later in this chapter 
range references in a tormula 


Changing how data is displayed ina Chapter 5, “Formatting a Worksheet” 
worksheet oe al 
Editing data in a char “Adding, Editing, and Deleting Chant Data” in 


Chapter 12 


~ cet data. To display 
Online Help also provides information on editing workshicet d : _ 
; ‘ ; », SYS 
online Help, choose the Window Help command. If you are yin oa — 
rs ‘Ipe 's Hot appear on the ‘ 
tware vers and the Help command does 
software version 7.0 and lie achilles 
menu, display Help by pointing to the Help menu icon and ch ' _ yee 
‘ “ \ | | d 
Microsoft Excel Help command. For information on a specific — Heese 
Co , ‘tte ce “Using tHe 
the Commands topic. For information on using online Help, see z | 
c : 


Chapter |. 


Moving and Selecting in the Formula Bar 


| h «| ~ >|] > . . * . . ve . Te al 


‘r the or the 

for ar with cither the mouse o1 

oF re and select in the formula bar 

Before you can move anc oe aap magia 

keyboard, you must make sure that the IMESsape Edit” appeat iors 

bar. This tells you that Microsoft Excel is in Edit mode and the Lormuta bi 

is active-—you can see the enter and cancel bores. | 

: “ne 7 » data: Ready, 

There are four modes in Microsoft Excel for entering and editing d hte i 
. | Sa%e2? we ) ‘ ‘ 

Enter, Point, and Edit. You can use Microsoft Excel without mM il ws 

ead , yu ; : ; soll Eacel data 

modes; however, by understanding them you can use the _— sol skeen 
_ : hte i “Or SCTIPLION ¢ 

entry and editing features more easily and effectively. bor a ¢ pine ' gerne 

Nise } 
modes in Microsoft Excel and how to move among thei, see 
Editing Worksheet Data,” later in this section 
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I! You use the hey bourd te) 


POSHOn the msert 

. On pw 

the lortiuhe bar or on the worksheet hi Ie 
| 

hormiuila Dat characters depending on 

ether Ready, beter. os Point modes 


ng ‘lect characters in 

: f)5 Operate on worksheet cells or on 
te Current mode. I Microsott Excel is Th 
the keys operate on worksheet cells 


mui Moving and Selecting in the formula bar 


Pouwmove and select in 


lollowine table 


To 


Position the insertion point in the 


formula bar 


Select Characters in Ihe tormula bar 


Select a word in the formula bar 


e 


th . ) ‘ » 
| ¢ following table. Make sure that the message “f 
the status bar display s Pie 


On led niode. 


oe pate 

O Use the HOME, END. PAGE UP, and PAGt 
nei . 
edtended Keyboard. 


To 


ho move and select ma formula b 


(formula bar with the MOUSE 


Do this 


select 


“Ready.” “Enter,” ¢ 


Move one character UP, down, left, or right 


Extend selection one character (LEFT/RIGHT Keys) or 


one line (UP/DOWN keys) 


one line 


if formula bar entry exceeds 


Move one word up, down, left, or right 


i selection one word (LEFT/RIGHT keys) or one 
(UP/DOWN keys) if formula bar entry exceeds one 


line 


Move to start of line 


Extend selection tO Start of line 


Move to start of formula bar data 


Extend selection lO Start of formula bar data 


Move to end of line 


Extend selection to end ot line 


Move to end of tormula bar data 


Extend selection {0 end ot formula bar data 


Use the wchons listed in the 


Point and click 
Drag through the Characters you want to 


Double-click the word yOu want 


ar with the heybourd, use the auctions listed in 
Be =cut’ appears in the status bar. 
4 Point.” press COMMAND+U lo turn 


DOWN keys, you must be using an 


Press 


ARROW key (UP, DOWN, 
LEFT RIGHT) 


SHIFT +ARROW key 


COMMAND +ARROW key 
COMMAND + SHIFT + ARROW 
key 
HOME 
OHIFT +HOME 
COMMAND + HOME 
COMMAND + SHIFT + HOME 
END 
SHIFT +END 
COMMAND +END 
COMMAND + SHIFT+END 


Editing Cell Entries 





Editing Worksheet Data 





You can change a value or a formula in your worksheet by editing the data mi the 
formula bar You can edit a cell entry by Choosing one of the editing commands 
from the following list. When you move or copy characters in the formula bar, 
Microsoft Excel uses the Clipboard to temporarily store the selected characters 
before you paste ther into their new location This section assumes you are 
familiar with Clipboard operations. For information on using the Clipboard, see 


your system documentation. 


es Edit Cut} Use this command to remove the selected characters from the cell 
entry and place them on the Chpboard, replacing the Clipboards contents, 
After you cut a selection, you can use the Edit Paste command to paste it in 


the formula bar at the Insertion point. 


Use this command to make a copy of the selected characters and 


a kdit Copy 


place them on the Clipboard, replacing the Clipboards contents. Alter you 
copy a selection, you can use the Edit Paste command to paste tin the 


formula bar at the insertion point. 


= Kdit Paste With this command you can place the contents of the Clipboard 
in the formula bar at the insertion point. As a time saver When you're creating 


long formulas or labels, use the Edit Copy and Edit Paste commands to repeat 


characters in another part of the formula or label. 


e Edit Clear 


Use this command to delete the selected characters from the cell 


entry. The characters are not stored on the Clipboard. 


In addition to pasting the contents of the Clipboard at the insertion point in the 
formula bar, you can paste it into a blank cell, into a formula in another cell, or in 
place of selected text. You can also paste and insert the contents of the Clipboard 
between existing cells on a worksheet. For more information on editing work- 
sheet data and formulas, see Chapter 4, “Editing a Worksheet.” 


While editing your worksheet, keep in mind that you can undo or repeat most 
editing actions and commands by choosing the Edit Undo command or the 
Edit Repeat command immediately after performing an action oF choosing a 


command. 








K ew ined 


IMPORTANT 


The following table shows some key combinations you can use lo cdit a cell 
CHU 


I! you press DELETE when the formula bar ts not active (the enter and cancel 
boxes are nol displayed) Microsoft Excel activates the formula bar and deletes 
Ihe contents of the formula bar and the active cell. To undo Ihis, you can choose 
thie Edit Undo command or click the cancel box 


Key Without characters selected With characters selected 
DELETE Deletes the character to the Deletes the selection 
left of the insertion point 


COMMAND + x Cuts the selection to the 


Clipboard 


Copies the selection to 
the Clipboard 

COMMAND + Vv Pastes the Clipboard data Replaces the selection 
al the insertion point with the Clipboard data 


COMMAND ¢C 


uu Editing a cell entry 


To Chick the cell that contains the data you want to change 
Phe value or formula contained in the active cell uppears inthe formula bar. 
€ Press COMMAND4 U to activate the formula bar and enter Edit mode. 
Phe emter ([Y} ) and cancel ( ) boxes appear in the left side of the formula 
bar, The messaze “Edit” appears in the status bar to indicate that Microsoft 
Eeacel ts in Edit mode 
3) Inthe formula bar, chick to position the insertion port or drag through 
Characters to select them, 
Edit the cell entry with the editing techniques described earlier in this secuon. 
S Toentes your edits mi the cell, click the enter box. 
Po cancel your edits and restore the previous cell entry, click the cancel box, 
1 Use the movement Keys lo move to the cell that contains the data you want lo 
change 
Phe value or fommula Contained in the active cell appears inthe formula bar, 
2 Press COMMAND# U to activate the formula bar and enter Edit mode. 


5 Toenter your edits in the cell, press ENTER 
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‘le : his 
Phe enter ([Y¥} ) and cancel ><] ) boxes appear im the lett side of the formulk 
cc ‘ ‘ | 
“Ed appears inthe status bar to tidie atte that Microsoll 


bar. The message 
EExcel ts in Edit mode 


ai, or hold 
3 Use the ARROW keys to move the insertion pom rm the formula bar, « 


, dy dia tig 
down SHIFT and use the ARROW keys to select characte 


‘s de ‘d carhicr in this 
4 Edit the cell entry using the editing techniques deseribed eatlict | 


secuion, 


To cancel your edits and restore the previous cell entry, press 
COMMAND+PERIOD. 


us Copying or moving characters within a cell entry 


OVE, 
1) Select the cell that contains the data you want lo copy orn 





2 Inthe formula bar, select the characters you want to copy oF move 
3) To copy characters, choose Edit Copy. 
lo move characters, choose Edit Cut. 
4 Move the insertion point in the formula bar to where you want Co puste the 
characters. 
5 Choose Edit Paste. 


uuu’ Copying or moving characters from one cell to another 
1 Select the cell that contains the data you want to copy OF MOVE, 
2 Inthe formula bar, select the characters you want to copy OF Move 
3 To copy the selection, choose Edit Copy. 
To move the selection, choose Edit Cut. 


4 Press COMMAND+PERIOD to deactivate the formula bat and make the 
worksheet active 
5 Select the cell into which you want to paste the character 
If you're copying to a cell that Contams data, position the tmscrtion pore ti the 
formula bar where you want to paste the characters 


7 Choose Edit Paste. 


sus, Undoing a command or action 


ake a mustake While working on a document, you 
and to reverse Certarn commands and actions 
em. The Undo command on the Edit menu 
affected by Edit 


If you change your mind orm 
can choose the Edit Undo comm 
immediately after you complete th pacha ce 
changes to show the most recent command o a “ 3 os as eatin 
Undo. If Edit Undo does not apply, the words “Cant a : Pf agen ral 
the menu. Remember, you can undo only the last conimand you eho: 


cell entry you typed. 


ee ON a remem. 
—— —<o i TT 
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| 
© b Choose | clit | thle 
= 
ELLE Oe More About Editing Worksheet Data 
! eae cel changes the command name disphiyed on the Edit menu to 
edo. Tl you want to reverse the U! , 
. ndo command itself, choose f- “a 5 ; 
‘ ¢ kdit Redo - ir Secs 
o = EE Guidelines 
Presy COMMAND + / pe Editing Data in More Than One Worksheet at the Same Time = Whien you're 
icons) Excl chenines die: catanaanid canes inal —: <x working with similar worksheets, you can save tine by selecting these work 
a ‘ splayed on the E . T 3 
4 Redo. If you want to reverse the Undo patel va ent koran lo fe sheets as a workgroup. The data you enter and the changes you Hake in the active 
j apa _— fAND+ 2 oc worksheet are automatically duplicated in the same location in all the sheets in 
1 O the workgroup. For information on detining a workgroup and a list of Microsolt 
TTT Repeating a command or action = Excel commands that can be used with a workgroup, see “Editing Worksheets as 
| a Group™ in Chapter d 
i ; a8 ik : . 
| I oe want to repeat the last command you chose, for example, when you're 
; applying the sume formats to differe ve , ' 
, Ripe : wu ee 5 emma groups of cells, you can use the Edit Microsoft Excel Commands Available When the Formula Bar Is Active = In addition 
td ¢ ct lhe a & > >: . ‘ aus . , . ’ . . - . . 
uate eoteda § saa’ a epeat command ts avatlable for any command that to the Edit Cut, Edit Copy, Edit Paste, and Edit ¢ lear commands discussed in this 
‘ epedled. PoOrenrs . . . ; 
bas is | a if e, this command is not available when you choose the section, the following commands are ay ailuble when the tormula bar is active: 
ose All command, because there would be 
au: ho ope ; ; ;, 
When the Edit Repeat command does not appl bes Ronee pach to close. » Formula Paste Function — Use this command to paste a worksheet function, 
‘ ‘ . the message “Can’ ‘peat’ ; ; 
= appears dimimed on the menu ed - in't Repeat To do this, position the insertion port th the formula and choose the Formula 
© re Paste Function command. In the Paste Function box, select the worksheet 
Choose Edit Repeat . , 
function you want and choose OK, For information of using worksheet 


Micros ) . . . . ~ - ay, ; a es. . . - oO. senna 
off Excel repeats the last command you chose, including any options functions, see “Using Worksheet Functions to Simplity Formulas, later in 
' this chapter. 


you changed inthe dialog box, 
e Formula Reference Use this comunand to convert a selected reference tn 


the formula bar to relative, absolute, or mixed. For information on using 
references, see “Entering a Formula,” later in this chapter, 


| Pp P Press COMMAND Y 


Microsolt Excel repeats the last cor : . . ; ; : 
you changed in gh box. Ne eee ee = Formula Goto Use this command to scroll to and select a named urea of 
reference in another part of the worksheet or on a different Worksheet, For 
Inserting Text Automatically example, you can quickly change the location of the aclive cell by choosing 
the Formula Goto command and typing the reference of the cell you want. 


You can insert times and dates, or copy data into the formula bar with the special You can easily go back to where you were by choosing the Formula Gato 


keys shown inthe following table. For information on creating and using CHIE STM. 


formulas, see “Enter “or * ; | 
ils, ny a For a.” later eS ; | 
' mula,” later in this chapter. = Formula Paste Name — In Microsoft Excel, you can assign a name to a cell 
Key Action or a group of cells. You can then refer to the named cell or cell range using 
name rather than cell references. To paste a name, position the insertion 
COMMAND +HYPHEN Inserts th the Rane £m : - a Te 
ne € current date in the formula bar point in the formula bar and choose the Formula Paste Name command. In the 
Ct ; . ’ 
D+, Inserts the current time in the formula bar list, select the name you want lo paste and choose OK, For information on 
COM + ‘ > o> ** Als , Ys : <r oa "hh: or 
MAND + Copies the value from the cell above the active cell using names, see “Naming Cells and Formulas” in Chapter 6. 
into the formula bar = Options Calculate Now Use this command while the formula bar ts active 
OPTION+ENTER Fills selection with formula to replace the formula or the selected part of the formula in the active cell 
COMMAND +ENTER Enters the formula as an array tormula with the calculated result of the formula or partial formula. 
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e Options Short Menus You'll sce this command when Microsott L:acel ty 
Using full incnus bo display only the commands you Use MOST Often, Choose 
the Options Show Menus command. To display all Microsott Excel com 
Hands Choose the Options bull Menus commana 


e Window Help tse this Command to display Help imtormmation. bor 
HOH Aton on stig online Help. see "Using Help” in Chapter | 


® W Indow Show Clipboard — Use this command to show the contents ol the 
Clipboard 


e Window Arrange AW Lise this Command to display all open document 
Windows quickly. so fone overlap 


; ’ 
e Window 1,2.3..9 Use this command to make a window active. The 
Window names that appear are the ones that are currently Open 


Using an Extended Keyboard to Enter Data | you have an extended key board, 


you can tse the follow my features to help you enter data and move around the 
lormmula bar or worksheet more efficiently: 


e fii achkdition te Pressine COMMAND+ PERIOD to cancel an entry of edit in the 
lommula bar, you can press ESC. tn fact, Pressing ESC wotks the same Way as 
Pressine COMMANO + PERIOD Lor any action you Want to cancel in Microsoft 
Excel bor caumple. if you change your mind alter you have chosen the 


. » fd 
Pile Print command to print your worksheet, you can press either ESC or 
COMMAND + PERIOD to Cancel printing. 


e You can use the numeric keypad, the square group of numeric and arithmetic 
Keys to the right of the standard keyboard keys, culher to enter numbers or to 
work as ARROW keys To enter numbers from the numeric keypad, press 
SHIPTANUM LOCK until the message “NUM” appears in the status bar. Press 
SHIP T+ NUM POCK (CLEAR) to turn Num Lock on or off 


louse the numeric keypad keys as ARROW keys. turn off Num Lock by press- 
INE SHIPTEANEUM LOCK (CLEAR), the message “NUM” disappears from the 
status bar. The numbers on the keypad correspond to the AKROW keys as 
follows. the 2 hey is DOWN ARROW, the 8 key is UP ARROW, the 4 key Is LEKI 
ARROW. and the 6 key ts RIGHT ARROW 


“Accountant's Keypad" Feature = You can set up “Hiacd decimals” with Microsoft 
Excel just as you would ona 1O-key adding machine. You can specify a number 
of decimal places and Microsolt Excel will automatn ally insert the decimal point 
correctly for cach number you enter. To do this, choose the Options Workspace 
command, tur onthe Fixed Decimal check box, and enter the number of decimal 
Places you want ithe Places box. 





ABOUT 


MORE 


Euiting Worksheet Data 103, 





It you use the numeric heypad (located on the mht side of most hey boards) to 
enter the numbers, be sure to turn on Num Lock When Num lock is on, the 
message "NUM" appears in the status bar. Press Sth + NUM LOCK (CLEAR) to 
turn Nui Lock on of off. 


Extending the Selection with the Formula Goto Command = You can extend the 
selection trom the active cell to the Goto area by cither holding down SHEET when 
you choose OK in the Formula Goto dialog box of, if you re using an extended 
keyboard, by pressing F& belore Choosing the Formula Goto command. 


Using the Formula Goto Command with a Multiple Selection = Lo add the Goto 
area to a mulliple selection, you can either hold down Crk when you choose OK 
in the Formula Goto dialog box of, if you're using an extended keyboard, you can 
press SHIFI+F8 before choosing the Formula Goto command 


COLES 
eee 
mont te pt tSAZLO 





Modes in Microsoft Excel Microsott Eacel can be in one of tour modes, 
depending on its current activity. For example, when you first start Microsott 
Excel, the application ts in Ready mode, waiting for you to select cells, enter 
data, or choose commands. The formula bar ty not active, and the status bar at the 
bottom of the screen displays “Ready.” In addition to Ready mode, Microsoft 
Excel has three other modes—-Enter, Edit, and Pomt) used tor entering and 
editing data. 


Instructions for using the three data entry and editing modes follow the 
illustration which shows the different modes and how to move amony then, 
Remember that movement keys include the ARROW keys (UP. DOWN, LEFT, O1 
RIGHT), HOME, END, PAGE UP, and PAGE DOWN and their related key combinations 


such as SHIFT+HOME, 


Click enter box of Cancel box, or 
press ENIER Of COMMAND +PERIOD 


Press COMMAND+U —— 
ee Ready 
: ——— mode 
Click enter box or cancel 
box, Of press ENTER OF 
COMMAND +PERIOD 












Click enter box of Cancel 
box, Of press an ARROW key 


Click formula bar 
or Start typing 


Type =, an operator, 

a ae Press COMMAND +U a = or ( and select cell — 
Edit SS a Enter ee ee a eee Point 
mode = mode a = mode 


ae 2 Press COMMAND+U a al Type al operator oCa””6 CUT 
left or right parenthesis 





Press COMMAND +U 














Select cells with mouse 
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= e beater mode Thy is the baste data CMIFY thode lor the active cell In Enter 
O Mode. the tonmula bar is active and movement Keys operate on worksheet 
co Cells The status bar displays “Enter.” 
<x 
@ fo tunion biter mode. Mart typing data for the aciuye cell, and Microsoft 
au bacel Hulomatically activates the formula bari this mode 
cc 
oO se loctrase Mistakes, press DELETE. Po cancel the eCNIry, press 
= 


CONMANDEPI RIOD), 


e foexnt Enter mode and return to Ready mode, complete the cell entry 
by clicking the enter box or by pressing ENTER. I only a single cell is 


selected, you can Press a movement key to move when you complete the 
CHlry. 


tee Cle, 


You can also return to Ready mode by clicking the cancel box or by 
' 
Making a different selection on the worksheet. 





® Edit mode This mode is used tor editing the Contents of the active cell in 


the lormula bar. dian bedit mode, the formula bar is dclive, and movement keys 
Operate on characters inthe formula bar. You can turn on Edit mode from 
ether Enter or Ready mode. In Edit mode, the status bar displays “Edit.” 


e fo tum on kdu mode trom Ready or Enter mode. press COMMAND+U. 


@ loedit. click where you want the insertion point o1 drag through charac- 


lets fo select them, Or, use the Movement keys to select a range of 
Characters 


8 loswiuchto Ente mode belore completing the CHIry, press COMMAND+U 
An. 


a Tocomplete a cell chtry trom Edit mode, click the entes box or press 
ENTER, 


# Point mode This mode sinplifies entering cell and lange references ina 
lommulain the active cell, You can use Point mode only when you are enter. 
ng a formula. In Powt mode. the formula bar is active and movement keys 
Opertte On Worksheet cells: however. instead of Changing the worksheet 
selection, Microsott Excel enters cell references in the formula bar. The status 
bar displays “Point.” Kor detailed instructions on USIe pomnt mode when you 
enter a formula, see the follow Me section, “Entering a Formula.” 





Fos bes Tip 


Hiding or Displaying the Formula Bar Normally, Microsoft Exce| displays the 
formula bar However. rf YOU Want to suppress the display of formulas in work- 
Sheets and charts tor sec UITy purposes, you can hide the formula bar. Then, when 
youty pe data into a cell, you will see the data in that cell but not in the formula 
bar, Afler you've entered a formula, the formula will not be visible anywhere on 
the Worksheet. To hide the formula bar, choose the Options Workspace command 
and turn olf the Formula Bar check box. This setting applies to all your Microsoft 
Eacel sessions until you change the setting. To display the formula bar, choose 
the Options Workspace command and turn on the Formula Bar check box. 


re 
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- | 
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eel 
want to enter calculated values on the works! 
‘4 


, disreancees 
Hlowiny elements: operators, cell referene 
A formula can include any the tollo : aphasia aeapogs 
: | worksheet functions, or names. To citer a te ~~ 
cavan : ‘leme ‘formula be 
you enter a combination of these elements tn the 
4 ‘“ 


Enter box Click here to enter formula 


Whal you lype 
appears here 







Cancel box Click here 
fo cancel entry. 





Retlerence afea | Visible when tormula bat 's active 


t i c ioe > I 


See 


Pri enmben pe “Editing Worksheet Data” earlier in this chapter 


Selecting and editing in the formula 
bar 
Entering text, dates, times, and 


numbers ‘ 
——— “Controlling Calculation” in Chapter 7 


on 
pees “Selecting Cells and Moving Around the _ 
Sacer mamnenes sheet” earlier in this chapter and “Finding 


Replacing Cells and Data” in Chapter 4 

“Moving and Copying Data and Formats’ in 
Chapter 4 : 
“Clearing and Deleting Cells, Rows, and Columns 
in Chapter 4 


“Entering Worksheet Data” earlier in this chapter 


Copying and moving formulas 


Deleting formulas 


| c j ‘ ili | hi ki 5 


: hay 
; » Window menu, display 
7.0 and the Help command does not appear on aero Excel Help 
; ‘Ty ‘ . ’ . - 
ada winting to the Help menu icon and choosing ¥ (hic Clones wage. 
. oh,ea? c ‘ 
ae d For information on a specilic comunanad, selec 
command, F¢ 
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Using Formulas 


\ Jovmida Combine: 


Values with operators. such as a 


wii Plus siZD OF mints sign, ina 
AV formula can include names or 


vddition to, Constant y dlues and cun also use 
Lal Operators 


tlue from existing values 
references tocells tn place of, or in 
Worksheet bunt 
Hs IST Cate , 
| 7 i his section discusses UsINR Operators 

Oro iphe . ac 
Paes MAOH ON Names, see “Namie Cells and Formulas” 4 

tl i ilormation On Worksheet lunetions ‘ , 


Using Worksheet Functions to Sunplity Formulas.” 


db telerences 
ee the following section 


You can think of a fom 
‘ lula as one side of 
un equation Whose re 
esull is shown in 


the ce 
coll, A fotmulia always beans wath an equal sipn (=) 


Ihe follow 
ie! tHHustratie . . 
i shows the lypes of data you can melude im a formula: 
ar. 





Cell rererence 
Aluiuphcation operator 


=(F27 12)*30 





Nuinoer constants 


Owision operator 


| Names 
A a ee 
=Revenue_, Expenses 





Subtraction operator 


[Werte functions 





to he 
=SUM(E1-E12 AYERAGE(F1-F12)) 
iy A RW ro i 


Cel/ fal Des 


Using Operators 
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You use vperators to specity the operation, suchas dddition, subtraction, of 


Mmuluipheation. to perform on the operands | values on cither side of the operator) 


i the formula. Microsolt Excel uses tour types of operators 


Type of operator 


Arithmetic 
Pertorms basic 
mathematical 
operations, 
combines numeric 
values and pro 
duces numeric 
results 


Text 

Joins two or more 
text values into a 
single combined 
text value (useful 
when using 
functions that 
produce text). 


Comparison 
Compares two 
values and pro 
duces the logical 
value TRUE or 
FALSE 


Example 


For example 

the formula 
=20*%2°15% raises 
20 to the power of 
2 and multiplies 
the result by 0 15 
to produce a 
result of 60 


For example, if 
cell E1 contains 


the text "Q4 1990" 


and cell A20 
contains the 
formula ="Totals 
for "&E1, cell A20 
would display the 
text "Totals for Q4 
1990." 


For example, 

the formula 
=Profit<25000 
produces the 
value TRUE if the 
value of Profit is 
less than $25,000 
lf the value is 
greater than or 
equal to $25,000, 
this formula 
produces the 
logical value 
FALSE 


Operator 


+ 


Description 
Addition 


Subtraction (negation " 
if used with one 
operand only) 


Division 
Multiplication 


Percentage (takes 
one operand) 


SET eae 


Exponentiation 


Connects, of 
concatenates, two 
text values to 
produce one 
continuous text 
value; if an operand 
is a cell reference 
and the referenced 
cell contains a 
formula, this operator 
joins the value 
produced by the 
formula in the 
referenced cell as a 
text value 


Equal 
Greater than 
Less than 


Greater than or 
equal to 


Less than or 
equal to 


Not equal to 








lt ttl ty 


> 
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da Worksheet 


= sf h. -<), o 4m ady ates y 


Type of operator Example 


Reterence For example, 
Combines two ceil Al A10 reters to 
references into a Cells Al and A10 
single joint and all cells in 
reference belween 


Operator Description 


Range—produces 
one reference to ail 
the cells between 
and including the two 
references 


Space Intersection— 
produces one 
reference to the cells 
common to the two 
references, or the 
#NULL! error value 
when the two 
references have no 
cells in common 


Union—produces 
one reference that 
includes the two 
references 


Some Operators act on Wo operands, others act on one. The formula =5+2 uses 
Iwo operands, Whereas the lormula = 3% uses only one operand; the percentage 
operator divides the operand (3) by 100 to produce the value 0.03, 

aon on the order in which oper 


“More About Entering a Formula,” | 


bor mlorm alors are evaluated in a formula, see 


adler in this section. 


Using References 
A reference identifies a cell OF a group of cells on a worksheet. 
Microsoft Excel which cells to look in to find the v 
formula, Using relercnees. yOu can use data cont 
Wortksheel in one formu! 


References tell 
alues you want used in a 
aimed in different parts of a 


wand use one cell's Value in several formulas. 


li Microsoft Iexcel, 


You can also refer to cells In other Worksheets 
other applic 


dlions, Reterences to cells in other Worksheets 


references, Reterences to data in othey applications are called remor references, 


For information on external and remote reterences, see “Linking Documents” in 
Chapter &. 


and data in 
are Called external 


Cell references are based on the column and row headings ina worksheet When 


YOu TIPSt start Microsott Eacel. columins are labeled with alphabetic letters (A, B. 
C....4: AA. ABL AC... AZ: BA, BB, BC, 


and so on) and rows ure numbered. 
This ts Known as Al reter 


ence style. You can also chanye the column headings to 
be numbers instead of letters This ty Known as RIC] relerence style. For intor- 


Mallon on RIC reference sty ering a Formula,” later in 


€ cell is displayed in the Reference area to 


le, see “More About Ent 
this section. The reference of the acti 
the far left of the formula bar. 
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Relative vs. Absolute References 


‘ « ¥ ‘ all bad \ l { 


refi Cy Cas 
+ ; l ; ) ‘ Where lo 0) 


‘yecell, starting trom 
A relative reference telly Microsolt Excel how to tind et hit . Mu 
oil tee ‘ene F7 are relative 
the cell containing the formula. References such as C4 and 


ar | 


— eta 5 


references. . 
An absolute relerence tells Microsolt Excel how to tind a oH paella 
hicaten of that cell in the worksheet. An absolute emigoalagion. ks 
adding a dollar sign ($) before the column letter and the ro 

such as $D$9 and $F$16 are absolute references. 


mitihnny —bntsdd Ake bts 


Pity oo 


To enter Type 
Relative reference Al 
Absolute reference $A$1 


. eler to cells relative 
Use a relative reference (such as B5) if you always want to er : nt i 
thecal ‘e the formula. i 
to the cell containing the formula, even if you copy or move the : vphees' 
4 > Sia Ce > pi “SS 4 
absolute reference when you want to reler to the same cell regardle 
the formula ts located on the worksheet. 


rc ‘third row have tor- 
For example, in the following illustration, both cells im the third ? seta ies 
. - Me TUbate ly aDOVE 
mulas that calculate the sum of the values in the two cells immer ? - ae 
.* : ; . “> ayy 8 . , cs Ss 
them. The formula in A3 is built with relative references: the one in 
with absolute references: 


= as anes 
20 c 

30 30 | 
50. 56 


| | 


and} 


=A2+A1 =$B$2+$B$ 1 











=$8$2+$B$ 1 
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Stee the bhoweiha ¢ Opied trom AY to AF contames behave 
references adjust trom A2 and Al tO AS and Ad, which Produces J04+50=X0) 
Because a relatise reference in 4 formula remembers the Postion ob a cell rel 
tothe cell Contamina the formula. Microsoft Excel ix 


Hectthe new posion when the formula is copied elsew here 
Mictosott bacel Hays looks in the 


feletences, the 


alive 
Husts the reference to re- 
In this eaample, 


Iwo cells immediately above the formula tor 


Values to add which are different celly each time the tormula is copicd of moved 


The formula =$BS2+$BS1 aly ays adds the values in cells B2 and Bl. No matter 


Where you copy this lormula on the Worksheet. Microsolt Excel looks in cells B2 
Hn BE tor values to ddl 


bor mlonmation on copy tig and moving formulas, see “Moy ing and Copying 
Data and borat” an ¢ hapter 4 


You cun combine Hbsolute and relative row and column references ina relerence 


so that only the column ts absolute or only the row is 


absolute hor example, the 
hormuha =$4 | always relers to column A nom 


aller Where you Copy the formula. 
but the row number as relative se changes if you copy the formula to a different 


tow. A telcrenee Containing @ combination of relative and absolute row and col- 
uM relerences is culled a mired reference. For more intormation ubout mixed 
references, see “More About Entering a Formula,” later in this section. 


Techniques for Entering a Formula 


When the formula bar is aCliVe, YOU CaN Use several tec hniques to enter a formula 


OF Patol a formula You can type the formula, paste functions and names into the 
formula, of imsert references in the formula by selecting cells. You can also paste 


d formula linked to another worksheet This type of formula is called a linked 


hormiula and is usetul a you want a formula in one worksheet to be dependent on 


Values in another worksheet. Kor More information on linking worksheets. see 
“Linking Documents” 1 Chapter & 


aan Entering a formula 


You can ty pe values. referenc es, Hales, Operators, and lunctions mto a tormula. 
Always begin the formula with an equal sign (=). You can type letters in either 
Uppercase or lowercase. Microsoll Excel automatically converts lowercase 
references and function names to Uppercase aller you enter the formula. 


1 Select the cell tato whieh you want to enter the formula 


2 Type an equal sign (=) to activate the formula bar, or paste a function using 


the technique described in the following procedure. “Pasting a Worksheet 
Function inte a bormula.” 


Hyou begin a formula by pasting a function, Microsot| Excel wuloniatically 
inserts the equal sizn 


3 Type the tormuta or combine the typing and Pasting techniques discussed in 
the tollowing procedures to build the formula. 


NOTE 
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: de le“ bediing 
lt you make a mistake. use the editing techiitques described i the 1! 


erro 
Worksheet Data’ section, carhier in this chapter. to caret tic 


4 Click the enter box ¢ LY} or press 1 NUE 


N mo) od { > € has 4 al «w status bat 7 you 
call al Sh | ‘ ‘ OM’ ) ) wud 4) h I Kec the 


; ; 5 ; TICTCHCL 
thesis: i this case, pressing an arrow key enters a cell rel 


2C e and type the 
é { cells. first select the range an 
1e same formula into a range o i | 
Minnie sa then enter it by pressing OPV IIONtE NIER For fi te x ~~" 
paptinihe cells, see "Selecting Cells and Moving Around the Workshee 


in this Chapter 


sas’ Canceling a formula 


hile au. you can undo 
While entering a formula or immediately alter you enter a formula, i 


your entry and restore the previous cell contents 
To cancel a formula before you enter i 

pre RIOD, 
Pm Click the cancel box ( 9X] ) or press COMMAND+PERIOL 
To undo a formula immediately aller you enter th 


Pm Choose Edit Undo Entry. 


suas Pasting a worksheet function into a formula 


‘le Pcell into which 
1 To insert a function at the beginning of the Lormula, select the cell 
A A 


you want to enter the formula 


. “, rv on wr 
y y al t c 


parenthesis. 
2 Choose Formula Paste Function. 


> UV : worksheet 
Microsoft Excel displays a dialog box listing all of the available 
functions, including custom functions. 


. 
i: ‘ b ‘ ‘ ail ‘ I 


Arguments check box. 
4 Choose OK. | — 
SACCT GULOMMUEICUTIS 
If you begin a formula by pasting a function, Microsott Excel au 
. al ~ 


inserts the equal sign. 


ee 


—R rm ry 
‘¥ 


rs 
Le nnn hd telaba. 





Sg ig” 


~~ 
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5S ly peor edit the arguments 


You must replace phaccholders with real aieumicits TH there ts more than one 
AreuMcnt Make sure they are separated by commas. you want to omit an 
uplonal argument, leave a comma in ity place 


6 When you tinish cditing the formula, chick the enter box o1 press ENTER 


hor more thlormation on using Worksheet functions, sce the follow Ine section, 
“Ustig Worksheet Functions to Sumplity Formulas.” 


suua-~ Pasting a name into a formula 


lh Microsolt Excel you can assign a name to a cell or a group of cells. You can 
then reler to the named cell or cell range using the name rather than cell refer- 
ences, and you can include itin a tormula. For more information on Using: names, 
see “Naming Cells and bormulas” in Chapter 6. 


, : rT . 
1) Position the insertion point in the formula bar where you Want lo paste the 
haime 


2 Choose Formula Paste Name. 


3 Inthe Paste Name box. select the name you want to puste 
4 


( ‘hoose ( 1K. 


sun _Entering cell references in a formula by selecting 


While the formula bar ts active, you can insert references in your tormula by 
selecting cells on the worksheet instead of typing the references. 


1 fo insert a cell reference at the beginning of the formula, lype an equal sign to 
start the formula or position the insertion point following the equal sign. 


lo insert a relerence clyewhere in the formula, position the mseruon pol 
where you want to insert the reference and type the preceding operator or left 
parcnthests, 


2 Chick the cell or drag through the cell range on the worksheet 


With the keyboard, press the arrow keys to select a cell: press SHIFI4ARROW 
lo extend the selection trom the active cell. I pressing an arrow key moves 
the insertion point in the formula bar or does nothing, press COMMAND+U to 
switch to Enter mode betore selecting the cells. The status bar displays Enter 
When you are in Enter mode 


3 To continue the formula, type the next operator oF parenthesis and repeat 
step 2 


4 Click the enter box oF press ENTER, 


If you are entering a reterence with the mouse, and you want to precede the 
reference with the addition operator (+), you do not have to type the plus sign 
before selecting the cell or cell range. Microsoft Excel automatically precedes the 
reference with a plus sign if you don't type an operator or a left parenthesis. This 
IS a quick way to build a formula that sums several cells or cell ranges. 
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For more information on inserting cells by selecting. sce “More About Entergy a 
Formula.” later in this section 


Entering a Formula as an Array Formula 


If you find yoursell entering the same formula in adjacent celly and changing just 
the ftormula’s cell references to match the new row or column, you may be able to 
save yourself time by entering the formula as an array formula. Entering a for- 
mula as an array formula can also reduce the amount of memory used by your 
worksheet. When you enter an array formula, you enter one formula for all the 
cell ranges on which you want to perform the same operation or set of operations, 
and you don’t have to repeat the formula tor cach cell range. 


ee eee oe 
n 


This section ts an introduction to array formulas. For full details on array 
formulas, see “Creating and Using an Array Formula’ in Chapter 7. 





To understand how an array formula works, consider an ordinary, single-value 
formula. A single-value formula produces a single result from) one or more 
operands. For example, the formula =Al+BL produces a single result the sum 
of the values incelly Al and BI: 








wlrn)=< 


An array formula can produce more than one result trom sets of operands. 
Each result ts entered in a separate cell, For example, the array formula 
{=A1:A3+B1:B3) produces a set of three results: 


(=A A3+B1 B3} 











200} 300 
300 $00 | 
400} 700 





Note that Microsoft Excel encloses all array formulas im braces (| |). IE you select 
any cells in the range contaiming the array formula, the same array formula ts 
displayed in the formula bar. You cannot change or delete just one cell in the 
array formula range because all the cells share a single formula. However, you 
can format cells in an array range independently 


eT he RC 
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wan Entering an array formula 


1 Select the tanve of celly in which you want to enter the formula. 


2 Build the lonmula using the techniques deseribed tor ordinary formulas, 
Hiaking sure to melude all the cell ranges forthe multiple results you want, 


Do not type the braces around the formula: Microsott Excel adds the braces 
dulomancally when you enter the lormula as an way formula 


3 Press COMMANIXAENIER 


mun Editing an array formula 
1 Select any cell inthe range 
2 Activate the formula bar 
Phe braces are not displayed when the formula bar is active. 
3 kedit the formula 


4 Press COMMANIHMENTER 


More About Entering a Formula 


SPI AT: Guidelines 


Entering Textina Formula = When you enter text in a formula, you must include 
double quotation marks around the text value. Without the double quotation 
marks, Microsoft Excel interprets the text as a name or number. I you want to 
Include quotation inarks within the teat, use two double quotation marks for each 
double quotation mark that you want to display. For example, to enter the text 
ner" e" 


a“boc as a formula, type ="a ce’. Also, remember to start the formula with 
an equal sign il you want to use the entry as a formula 


Order of Evaluation of Operators 1 you combine several operators in a single 
lormula, Microsolt Excel performs the operations in the following order: 


Operator Description 
Range 

Space Intersection 
Union 


Negation (single operand) 





r 

a 
O 
co 
<x 
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Operator Description 

% Percent 

" Exponentiation 

‘and / Multiplication and division 
+ and - Addition and subtraction 
& Text joining 

=<><=>= <> Comparison 


Hf the formula contains more than one operator with the same priority, tor 
example, several comparison operators, Microsolt Excel evaluates the operators 
from left to mght. [you want to alter the order of evaluation, use parentheses to 
group expressions in your formula, Microsolt Excel frst calculates the expres- 





Sions In parentheses, and then uses those results to calculate the formula. For 


example: 

This tormula Produces this value 
=2+4°5 22 

=(2+4)"5 30 


Referencing a Cell Range in an Ordinary Formula Operands tor ordinary tor 
mulas (not array formulas) should be single values, references to single cells, or 
names that refer to single cells or constant values. [na formula, if you specify a 
reference to a row or column of cells that should be a reference to a single cell, 
Microsoft Excel chooses just one cell trom that reference on which to perform the 
operation or function. If the reference is a row, Microsoltt Excel chooses the cell 
that ts in the same column as the cell contaming the formula; Wf the reference ts a 
column, Microsott Excel chooses the cell that ts in the same row as the cell 
containing the formula. For example, as shown in the following ilustration, i 
you enter the formula =Al:F1-A2:F2 in cells C3 and 3. Microsott Excel 
subtracts C2 trom Cl and F2 trom FI: 





—_— 
~- 





| 
wit a! 


Sa ee 





Cells C3 and F3 contain the same formula 
(=Al.F1-A2-F2), but only the cells immediately 
above C3 and F3 are subtracted 
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Reference Operators —\\ \\, the relerence oper 


JOU Can Combing absolute reterences rel 


alors (Colon. Comma. and Space), 


hah a anbis dvd alive relerences, und named areas You 
Anh “OTA TLE you always use the sammie cell to an 
‘ 


but the extent of the hinge Changes dependin 


For example. if you ente 
‘ the formula =SUM($A$1-BS r 
cell BO to cell C6, Microsoft Excel pit ona 


chor the reference area, 
Bon Where you copy the formula. 
+p vag and then copy 
: dajusts only the relative reference 
a , ‘ ¢ relerence BS so ce 
contains the formula =SUM($A$1°C5). If the range SAST through $B$5 sp 
Was Hamed “Sales” you could combine the n : | 
lormula =SUM@Sales:C5) in C6 to produce t 
hormiuta. 


ame and relerence by entering the 
he same result as the previous 


When using a mange reference oper 
Ol cntire columns of 1OWS. You can 
relerences: 


aor to refer to entire columns, row 5, OF 4 range 
use the following abbreviated forms of the 


To reter to Type 4 
All of column A A:A 4 
All of row 1 3 | 

All of rows 1 through 3 1:3 ; 
Entire worksheet A:lV or 1:16384 } 


Uses these abbreviated lange references 


How Microso 
es “a _— Converts Operand Values When you enter a formula 
he im : Ce —_ p Cerin types of values as operands for each operator 
\ er something that is different tro 1E | 
| | t m what Microsoft Excel e 
<< o 7 n , CrOsolt Excel expects. 
Pate : Excel converts the value. if possible. This feature LIVES Pit mor 
vatb ! formul: f | ; 
pi ity When using formulas. You Will rarely have to resort to s ecial 
UNCHONS LO COnVerL between types of values a 


Phe tollowing : , 
ing list gives some examples of how Microsolt Excel converts valu 
s Values: 


® Converting to numbers — Inthe formula =") "4+"2" 
Microsolt Excel to expect numbers. Even though the 
that "1" and "2" are text Values, Microsoft Excel} 
eA TO Numbers and produces the number 3. 


. the plus sign causes 
quotation marks mean 
dulomatically converts the 4 


When Micr saccle | 
| en Excel expects a number, it converts text if the textis ina 
Ormat thi for abi bind 
ise that = formula bar would ac cept for a number constant. For exumple 

si * : 7 7 ‘ee bs he . ‘ oe 
oe aa rn pisetoagee: =1+°$4.00" and produces the Value 5. For the formula 
=! sunday), Microsolt Excel ¢; ) 

ys “ACCT CUNNOL CONVEFT the text to ; 

wins 1 number be- 
Catise itis no 4 ‘ 

i Hot a format the formula bar would accept for a number constant 


lt would p ‘the #V ie 
| ld produce the AVALLIE! error value. Microsoft Excel cony erts the 
value FALSE to the number 0. wd TRUE to | 
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Because Microsott bxvcel can Convert text to numbers. vou can Cantly Chile 
senal numbers tor dates and tines within tommiulas You do this by cntenny 
Into the formula, as text. the date tormatted in one of the Microsolt Eacel date 
or time formats, For example, in the formula ="6/1/90" 5/1/90", Microsott 
Eacel converts the dates to serial numbers and produces the value 31. 


® Converting toterat When Microsoft Excel expects ieat. i converts all 


numbers and logical values to teat. For example. a converts the lormiula 
="A="& PRUE to the text value A= TRUE, and the tormula ="A="&5 to the 
lext value A=S. 


® Converting to logical values © When Microsolt Excel expects a logical 


value, i converts the number Oto FALSE and other numbers to TRUE. kor 
example, i converts the formula =P night wrong) and produces the 


value “wrong.” When expecting a logical value, Microsoft Excel produces the 


#VALUE! error value when it encounters any teat other than “tue” or “false 
For example, the formula =1FC true right’ wrong”) produces the value 
“right,” and the formula =[FC correct’ right’™."wrong”’) produces the 
#VALUE! error value, because “correct” cannot be converted to a logical 


Value. 


Changing to R1C1 Reference Style = Most examples in this book use the Al 
reference style. in which the columns are labeled with leters and the rows with 
numbers. However, Microsott Excel provides an alternate way of referrmy to 
cells, called RIC] reterence style, in which both rows and columns are num- 
bered. This style is useful for computing row and column positions im macros, 
and ts especially useful for showing relative references 

In RICT style, a cell’s location is indicated by an R followed by a row number 
and a C tollowed by a column number. bor example, the reference R2C2 is 
equivalent to the absolute reference $B$2 in Al reference style. Hf the active cell 
is B3, the relative reference R{2|C|2] refers to the cell lwo rows down and two 
columns to the nght, or cell DS in Al relerence style. When you change to RIC] 
style, Microsoft Excel changes all references in your tormulas accordingly and 
displays numbered column headings. IH you change back to Al style, Microsoft 
Excel changes all references in your formulas back to Al style and displays 
letters in the column headings. 


To change the reference style, Choose the Options Workspace command. To use 
RICI style, turn on the RIC] check boa; to use Al style. turn off the RIC I 
check box. Choose OK, Microsott Excel displays the appropriate column 
headings and automatically adjusts all the references i your formulas to mateh 


the current style. 








Tes © > 
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Entering R1C1 References Just asa AL style 
al rel 

ena MERIC T sty de you citer a relative reference. bo 
CUCTIOY a Tormala in coll RAC | 3 

F 4 wad select cell RIC? 

: nt n -©C 2, Microsoft Excel ente 
e PCT Ef as the reference Hthe cell you select Inin the s pyr etl sc 

lerOsotL Face! does Hol entes ROC} b} or R| 
the reference and enters RC} for Ry 4 IC 


you select a cell while building 


CAaMple, He you are 


aie FOW Or column, 
HCO}. but instead abbres liiles 


| 
SI 


This relative reference Indicates the cell 


R{[ -2)C . 
ed “ Two rows up, same column 4 
fais Saime row, two columns to the left 

2 Two rows down, two columns to the night ; 


lecting cells. For 
a i we . ; 
lo citer a relative reference. lype r2 ; Sey. ptenicis, 


Se ] : or: 
' Ce lo enter an absolute reterence % 
Asin AT style, you can mix relative and : 


use the For ‘fer 
. the Formula Reference comnnand (de 
references 


absolute references in R IC} style and 
seribed in the follow Ng Ups) lo change 





Tips 


Using Mixed References and C j 
han j 
want lo reter to cells so that onl ging Relative and Absolute References 


relative, use mixed references | 
reference (SA) ts ubsolute 


| If you 

y the column or row reference is absolute or 

: oe example, in the reference $A2. the column 

and ie row relerence (2) is rel; , 

whikine tase ee ence (2) ts relative If you entered the 
‘ en copied cell A3 to cell B13, Microsoft Excel 


Would adjust the 
ero yee 
Wi row relerence but not the column reference and 
Clerence SAT in cell BLY and would enter the 


: I - 


comma Nange arete ¥ 
ind to change a reference. The Formula Reference comm 


through absolute, ia ag 


mixed, and relative r 
“a iq alive relerences, starting > curr 
relerence, im the hollowing ordes i ie 


This reference Becomes 
Al $A$1 
$A$1 A$] 

A$1 $A1 

$A1 Al 
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lo change the reference bormiat, first select the cell Comtatiny the relerence you 
want to change. Next, inthe formula bar, select the reference oF references you 
want to change. Then choose the Formula Reference command ds many tines as 
necessary to change the reference to the desired combination of absolute and 
relative references. With the keyboard. press COMMAND +1 to cycle through the 
reference lormals 

If you are entering a formula and have just inserted a reference you Want to 
change, choose the Formula Reference command while the tasertion point ts sul 
to the right of the cell reference. Microsolt Excel converts the reference to the tell 
of the insertion point, Hf the insertion point ty within a reference, choosing bor- 


mula Reference changes that reference 


Matching Parentheses = Microsoft Excel shows you the matching left parenthests 
when you type a right parenthests in the formula bar so you can make sure you 


have the correct number of parentheses in a formula. When you move the inset 
lion point past a parenthesis, Microsolt Excel temporarily displays the paren- 


thesis and its matching parenthesis in bold format 


Displaying Formulas on the Worksheet = You can display the formulas in the 

cells on a worksheet instead of the values produced by the formulas. Initially, 
Microsoft Excel displays values on the worksheet. The active cell’s formula ts 
displayed only in the formula bar and only in the cell when you are editing the 
formula. To show formulas instead of values on the worksheet, choose the 
Options Display command, turn on the Formulas check box, and choose OR. 
This option applies only to the selected worksheet or workgroup. For more 
information on customizing your display, see “Changing How Your Worksheet ts 


Displayed” in Chapter 5 


Replacing a Formula with Its Resulting Value |! you want to “Ireeze™ a formula 
so it is no longer recalculated when you make changes to other cells, you can 
replace the formula with ity resulting value. The cell formula ty permanently 
deleted if you replace it with its value. 

To replace a cell formula with its value, select the cell containing the formula you 
want to replace with the resulting value. Activate the formula bar and choose the 
Options Calculate Now command. Click the enter box of press ENTER. 


Entering Formulas in Lotus 1-2-3 Style When typing a formula that begins with 
a function, you can start it with the @ symbol instead of an equal sign and 
Microsoft Excel will automatically convert the @ to an equal sign when you click 


the enter box or press ENTER to enter the formula 
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Pasting Characters from the Clipboard into a Formula You can paste characters 
Hhom the Clipboard into a tomnula, While the formula bar ts active. choose the 
Pedit Paste command to paste characters that you previously copied trom another 
lonmula or application. bor more information on pasting into the formula bar, see 
“hediting Worksheet Data” carter inthis chapter 


Troubleshooting 


Function or Reference Remains Lowercase | Microsolt Excel does not convent 
d funchon Namie of felerence to uppercase letters when you enter the formula, the 
lunetion or reference is not valid and you should check lor typing errors. 


Formula Results That Exceed Column Width = |t a number value produced by a 
lormulais too long to be displayed ina cell that has the General format (the 
default), Microsott Excel displays the number in scientific notation. For example, 
250.000,000,000 would be displayed ay 2.5E+11. If the number in exponential 
Notation is sul too long, ori the cell has any format other than General and ts 
too long to fit, Microsolt ace! displays a series of number sizns (4####) in the 
cell. He the cell has a number format other than General and you widen the column 
lo accommodate the width of the formula result, Microsott Excel displays the 
Humber im the cells lormat. Ha tormula produces a logical or error value that 


edcceds the column width of the cell, Microsoft Excel displays a series of number 
signs inthe cell. 


Ht a tormula produces a teat value that ts too long to fit ina cell, Microsoft Excel 


extends the display of text into the cells to the mght until it encounters a cell that 
is hol cmply. 


You can adjust column widths to display long values. To change the width of a 
column 


8 Pot tothe vertical line of the column heading and dray to the right to widen 
the column, or to the lett to narrow it. 


® Select the column you want to change and choose the Format Column Width 
command, Choose the Best Fit button or type a column width in the Column 
Width box and choose OK. Choosing the Best Fit button automatically adjusts 
the column width to accommodate the longest value displayed in the selected 
cells inthe column. Po quickly adjust the column width to the best fit for the 
longest cell entry in the column, double-click the line to the right of the 
column heading. 


If You Have Problems When Inserting References in a Formula by Selecting Cells 
Check to make sure that the formula bar ts active and that Microsoft Excel is in 
Enter mode or Pomt mode. The status bar at the bottom of the workspace displays 
the current mode. HE Microsolt Excel ts in Ready mode, selecting cells or cell 
ranzes moves the cell selection on the worksheet but does not change the formula 
in the formula bar. ff Microsott Excel is in Edit mode, you can insert cell refer- 
ences with the mouse but not the keyboard; the arrow keys move the insertion 
potnmt in the formula bar, 
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say aad derctvas ; 
Kor more information on Microsoft Excel modes and how they allect editing in 
the formula bar, see “Entering Worksheet Data” earlier in this Chapter 


Kollow these guidelines to change modes and msert cell references ia formula: 


How to enter Point mode — Hf you are selecting cells w ih the mouse, you 
can enter Point mode from Enter mode or Edit inode Betore you select cells 
you should type the operator you want lo prec ede the cell reberenc pe 'y pe : 
lett parenthesis. I you don't type an operator or a lelt parcuthests, aan | 
Excel automatically precedes the references with a plus sign sine you se . 
cells. H you are selecting cells with the keyboard, you can enter . ore mode 
only trom Enter mode. To switch from Edit mode to Enter mode, press 
COMMAND +U. 


If the status bar displays “Ready,” just start the formula by typing an equal 
sign to turn on Enter mode. 

How to insert areference After changing to Enter mode (or Edit mode i 
you are using @ Mouse), Use the mouse or keyboard to select a cell or range 
whose reference you want to insert in the formula. 


With the mouse, click the cell or drag through the range you want. With ie 
keyboard, press an arrow key to select a cell; press SHIFI4+ ARROW (0 exten 
the selection if you want lo insert a range 

In both procedures, the cell or range you select is surrounded by a —" line 
called the marquee, and the reference to the cell or range appears in the 
formula bar. 

How to continue the formula after inserting a reference Altet yuu misert 
the reference in the formula, type the next operator o! parenthesis. Or, com- 
plete the formula by clicking the enter box or pressing ENTER. 


Formulas That Produce Error Values = Microsolt Excel displays an erro! value in 
4 cell when it cannot properly calculate the formula for that cell. Error values 
always begin with the number sign (#). The error values are: 


#DIV/0! 
#N/A 
#NAME? 
#NULL! 
#NUM! 
#REF! 
#VALUE! 
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Hoa formula meludes a reference toa cell that contains an error Value, that tor- 
Mula abso produces an error value (unless you are using the special worksheet 
lunctions ISERR.ISERROR, or ISNA that look tor error values). You may have 
lo trace the references back through a series of cells to discover the source of the 
Crrot 


Even it a worksheet is tree of error values. it May Contain faulty logic. For intor 
mation on checking the internal consistency and acCuracy of a worksheet, see 
“Auditing a Worksheet" in Chapter 6 


ADIVO! ‘Vhe #DIV/0! error value means that a formula is irying to divide by 
feo 


Possible cause Suggested correction 


Change the reference or enter a non- 
zero value in the cell used as a divisor 


Using a reference to a blank cell or a 
cell containing zero as a divisor. (If 
an operand should be a number but 
iS blank, Microsoft Excel interprets 
that blank as zero.) 


Entering a formula that contains an Correct the formula 
explicit division by O (for example, 


=5/0) 


Writing a macro using a macro 
function that returns #DIV/0! in 
certain situations 


Look up the functions you are using 
in the Microsott Excel Function 
Reference, and see if one or more of 
your functions returns #DIV/0! in 
certain situations 


#NA The #N/A error value stands for “No value is available.” This error value 
can help you make sure you don’t accidentally refer to a blank cell. If there are 
cells on your worksheet that should contain data, but the data is not available yel, 
you can enter #N/A in those cells. Formulas that refer to those cells will return 
AN/A, stead of calculating a value 


Possible cause Suggested correction 


Giving an inappropriate argument tor 
lookup value in the HLOOKUP, 
LOOKUP, MATCH, or VLOOKUP 
functions 


Adjust the Jookup value argument 


Using an array argument that was Change the array argument so it can 

expanded be expanded without #N/A, or so it is 
ihe same size as other array 
arguments. For more information on 
using arrays, see “Creating and Using 
an Array Formula” in Chapter 7. 





MORE ABOUT 


Possible cause 


Omitting one of more arguments to a 
built-in or custom worksheel function 
For example, it the custom function 
“Deduct” on the macro sheet Calc 
uses three numbers as arguments, 
the following formula will return #N/A 
=Calic!Deduct(10,D14). 


Using a custom worksheet function 
that did not run successfully. For 
example, if the function “Deduct” 
contains an error that prevents it 
from running, any formula using 
Deduct will return #N/A. 


Writing a macro using a macro 
function that returns #N/A in certain 
situations 
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Suggested correction 
Enter all arguments in the function 


Correct the custom tunction, or don't 
use il 





Look up the tunctions you are using 
in the Microsoft Excel Function 
Reference, and see if one or more of 
your functions returns #N/A in certain 
situations 


#NAME? §=The #NAME? error value results when you use a name that Microsoft 


Excel doesn’t recognize 


Possible cause 
Deleting or tailing to define the name 


Misspelling the name. 


Misspelling the name of a function 


Entering text without double quotation 
marks in the formula. Microsoft Excel 

interprets your entry as a name even 

though you intended it to be text 


Omitting a colon in a range reference 
For example, if you enter the formula 
=SUM(A1D10), Microsoft Excel in- 
terprets A1D10 as a name. 


Suggested correction 
Define the name 


Correct the spelling. You can use the 
Formula Paste Name command to insert 
the correct name into the formula 


Correct the spelling. You can use the 
Formula Paste Function command to 
insert the correct function name into the 
formula 


Enclose the text in the formula in double 
quotation marks 


Correct the formula. For example, 
=SUM(A1:D10) 
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MNULL! The @NUL A cron value means that yOu specihied an intersection of 
Iwo udtcas that do not mtersect, 


Possible cause Suggested correction 


Using an incorrect range Operator or Use the union operator, the comma (,), if 

incorrect Cell reference yOu want to reter to two areas that don't 
intersect. Or check for typing errors in 
the range specification. 


#NUM! = The #NUM! error value indicates a problem with a number. 


Possible cause Suggested correction 


Using an unacceptable argument in Correct the argument. 
a function that requires a numeric 

argument. For example, using a 

negative number as an argument in 

functions that require positive num. 

bers, such as SQRT(-1) 


Using a worksheet function that 
iterates, such as IRR or RATE, and 
the function is unable to find a result 
that works. 


Entering a formula that produces a 
number that is too large or too small 
to be represented by Microsoft Excel. 
For information on jimits on the size 
of numbers in Microsoft Excel, see 
“Entering Worksheet Data,” earlier in 
this chapter. 


Try using a different starting guess to 
the function. 


Change the formula so that its result is 
within the allowed range of numbers. 


#REF! ‘The #REF! error value occurs when you refer to a cell that is not valid. 


Possible cause 


Deleting cells that other formulas 
refer to or pasting moved cells over 
cells that other formulas refer to. 


Writing a macro using a macro 
function that returns 4REF! in certain 
Situations. 


Using a remote reference to an 
application that is not running, or 
lo a topic that is unavailable. (For 
information on remote references, 
see “Exchanging Documents with 
Other Applications” in Chapter 8.) 


Suggested correction 


Change the formulas. Or reinstate the 
cells on the worksheet by choosing 
Edit Undo immediately after deleting or 
pasting. 


Look up the functions you are using 

in the Microsott Excel Function 
Reference, and see if one or more of 
your functions returns #REF! in certain 
situations 


Start the application; make sure you've 
used the correct topic. 
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AVALUE! he #VALUE! chron value occurs when you use the wrong by pe of 


urZunent or operand 


Possible cause 


Entering text where a number or 
logical value is required, and the text 
Can't be translated into the correct 
data type 


Supplying a range to an operator or a 
function that requires a single value 
when no cell in the range Is in the 
Same row or Column as the cell 
containing the tormula or function 


Using an invalid matrix in one of the 
matrix worksheet functions. 


Writing a macro using a macro 
function that returns #VALUE! in 
certain situations 


Suggested correction 


Check the torniula or function for the 
required Operand or argument. Check 
referenced cells tor valid values 


Change the range to a single value 


Correct the matrix 





Look up the functions you are using 
in the Microsoft Excel Function 
Reference, and see it one or more of 


your functions returns #VALUE! in 
certain situations 


Using Worksheet Functions to Simplify Formulas 


A function is a special prewritten formula that takes a value or values, performs 
an operation, and returns a value or values. Functions can be used alone or as 
building blocks in other formulas. Using functions simplities and shortens 
formulas in your worksheets and macro sheets, especially those that perform 
lengthy or complex calculations, For example, instead of typing the formula 
=A1+A2+A3+A4, you can use the SUM tunction to create the formula 
=SUM(AI:A4). 


For information on See 
Microsoft Excel functions The Microsoft Exce/ Function Reference 


Custom functions Chapter 17, “Creating and Using Custom 
Worksheet Functions 


Using functions on macro sheets “Creating and Opening a Macro Sheet” in 
Chapter 18 


Online Help also provides information on Microsolt Lace! functions. To display 
online Help, choose the Window Help command. H you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsolt Excel Help command. For information on a specific function, select the 
Worksheet Functions topic. For information on using online Help, see “Using 
Help” in Chapter |. 
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How to Use Functions 


You use the Microselt Excel built-in worksheet tuactions to perform standard 


worksheet and macho sheet calculations. The values that you give to a function to 


perloum operations on are called ae ygianenty to the tunction. The values that the 
lunction returns are called the sesadés of the function. 


You use functions by entenng them tn formulas on your worksheet of macro 
sheet. The sequence of characters you use in a function ty called the syatay of the 
function AL functions have the same basic syntax. HP you do not follow this syn- 
tax. Microsott Excel displays a message indicating that there ts an error in the 
lormula Here is an example of a function and tty syntaa 


Funchon name 


Parentheses 


Argqunens 
-sum(2,13,50,37 


L— a 
| Comma separating each argument 





Equa! sign (if function is at beguuung of formula) 


Ha function appears at the begimminy of a formula, precede it with an equal sign, 
us with any formula 


Parentheses tell Microsolt Excel where the arguments begin and end. Remem- 


ber to include both parentheses, with no spaces preceding or following either 
parcuthests 


You speeity arguments within the parentheses of a function, Arguments can be 
numbers, teat, logical values, arrays, error values, or references, The description 
of each function in the Microsoft Excel Function Reference specities what each 
argument should be, The argument you give can be anything, such as a relerence 
or name, that produces the data type necessary for that argument. Some functions 


accept optional arguments that are not required for the function to perform tts 
calculations. 


The arguments to a function can be constants or formulas. Phe formulas them- 
selves may contain other functions. When an argument to a function ts ttsell a 
function, itis said to be vested. In Microsott Excel, you can nest up to seven 
levels of functions ina formula, 
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Using Worksheet Functions to Sumplily Formulas #RRg 
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su Pasting a worksheet function into a formula 


+» }- ) . 
You can type a function to enter into a cell or you can use the Formula Paste 
Function command. This command saves time and prevents musty ping the 
funcuion, and can be used while editing a hormiulia 


1 Toinsert a function at the beginning of a formula, select the cell into which 
you want to enter the lormula 


To insert a function elsewhere in the formula, position Ihe msertion pout 
where you want to insert the function and type the preceding operator or lett 
parenthesis. 


2 Choose Formula Paste Function 


Microsolt Eacel displays a dialog bow Tisting all of the avaiable worksheet 
functions, including custom Tunehons 


3 Select the worksheet function you want lo paste 


The function and ity arguments are shown below the list of available tune- 
tions. Microsoft Excel pastes placeholders to remind you which arguments 
are needed for the function. Hf you don’t want placeholders, turn off the 
Paste Arguments check box 


4 Choose ( dK. 


If you begin a formula by pasting a function, Microsolt Excel automatically 
inserts the equal sign. 


5 Type or edit the arguments. 


You must replace placeholders with real arguments. HE there ty more than one 
argument, make sure they are separated with commas, It you want to omit an 
optional argument, leave @ comma I Its place. 


6 When you finish editing the formula, click the enter box or press ENTER, 


More About Using Worksheet Functions to Simplify Formulas 


‘4 . 
=. hoes As 


Guidelines 


Formula Length = Microsolt Excel accepts formulas up to 4,096 characters long 


Creating Your Own Functions = You can create your own functions for special 
ized calculations you perform often. These functions are called custom func Hors. 
For information on custom functions, see Chapter 17, “Creating and Using 
Custom Worksheet Functions.” 
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Listing Worksheet Functions, Macro Functions, and Custom Functions 
the hormula Paste bunction command when you are working on a worksheet 


Choosing 


shows the names of worksheet functions. When you are working on a macro 
sheet. | onmula Paste bunction shows the names of all worksheet and macro sheel 
functions Custom functions are shown at the end of the list of functions tor both 
Worksheets and macro sheets. and are preceded by the name of a macro sheet 


Creating Add-in Functions With Microsoft Excel you can create add-in fune- 
ions that appear in the kormula Paste Function dialog box along with the built-in 
functions included in Microsoft Excel. Add-in functions help you create custom 
applications that appear as a part ot Microsott Excel itsell. For information on 


( reating ace m functions, see “Creating Add-in Functions and Command 
Macros in ¢ hhaptes () 


sin he OT ps 


oA Inserting a SUM Formula You can insert 4 formula with the 
1 function at the end of a row or column of data so that Microsott Excel will 
re ee og. Hill in the range to be totaled. Select the cell you want to contain 
the tommula, i Fy 

and click the auto-sum button (||) in the tool bar, or press 
COMMAND4 SHIFT +1 to msert the formula. 


ee ina Function When you type a tunction in lowercase letters, 
Licrosolt Excel converts it to uppercase When you enter the formula 


Entering Formulas in Lotus 1-2-3 Style When typing a formula that begins with 
a function, you can precede the function name with the @ symbol instead of an 
equal sign and Microsoft Excel will automatically convert the @ to an equal sign 
when you click the enter box or press ENTER to enter the formula. > 


Matching Parentheses = Microsoft Excel shows you the matching left parenthesis 
when you type a right parenthesis inthe formula bar so you can make sure you , 
have the correct number of parentheses in a formula, When you move the 
insertion point past a parenthesis, Microsott Excel temporarily displays the 
parenthesis and ity matching parenthesis i bold format, 
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Scrolling to the Function You Want To scroll directly to the section of the 
Formula Paste Function list that bepins with the first letter of the Function you 


want, just press the letter bor that hey 


Troubleshooting 


It Microsolt Excel does not convert a lunchion 
ula. the function ty not valid and you 


Function Remains Lowercase 
name lo uppercase when you enler the form 


should check for typing errors. Retype the name of the function OF Use the i Prat 

Formula Paste Function command to tert the function into your lormula. ait 
mas = 

Error Messages It Microsoll Excel displays a message sayiie there is an error eae . 

; ‘ 4 ty ooh ° 

in your function ot formula, make sure that: Rot A 

et To a 
= All your parentheses match, a: 


a All the required arguments are included in the required ordet and data types 
lf you omit an argument, type 4 comma as a placeholder 


i 


Cannot Find a Function in the Microsoft Excel Function Reference = |i a function 


is listed in the Formula Paste Eunction dialog box but not in the Microsoft Excel | 
Function Reference, then itis a custom function, | 


Saving a Worksheet 


NOTE 


When you finish a session with Microsolt Excel, save your worksheet belore you 
close it. You should also save periodically while you work so you don’t lose your 
work in the event of a power interruption or hardware problem. 

There are two commands you can use to save 4 worksheet File Save and File 
Save As. Choosing the File Save command saves your worksheet under the same 
name with which it was last saved, replacing the prey iously saved version of the 
worksheet. If you choose the File Save As command, you can save 4 worksheet 
under a new name, in a different file format, in a different folder, or on another 
disk. With File Save As, you can also create a backup file, designate the work- 
sheet as a template, or add passwords lo a worksheet to protect it from being 
opened or changed. Microsott Excel does not close a worksheet When you save Il, 
so you can continue to work on it aller saving I 


if a worksheet has never been saved before, choosing either the File Save or File 
Save As command displays the File Save As dialog box so you can specily a 


name for the worksheet file. 
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For information on See 

Closing a worksheet window “Closing a Worksheet Window’ following in this 
chapter 

Saving a chart Saving a Chart” in Chapter 11 


Protecting documents and specitied 
worksheet cells with passwords 


Protecting Documents and Windows’ in 
Chapter 16 


Creating document templates ‘Creating and Using a Document Template” in 


Chapter 16 
Working with files from other “Exchanging Documents with Other Applications’ 
applications in Chapter 8 


Saving linked worksheets ‘Linking Documents” in Chapter 8 


Online Help also provides information on saving a Worksheet. Lo display online 
Help. choose the Window Help command. If you are using system software 
version 7.0 and the Help command does not appear on the Window menu, display 
Help by pointing to the Help menu icon and choosing the Microsolt Excel Help 
command. For information on a specific command, select the Commands topic. 
lor information on using online Help, see “Using Help” in Chapter | 


Saving a New or Existing Worksheet 


Ih you're saving a Worksheet lor the first time ori you want to save an existing 
worksheet under anew name, ina different folder, or on a different disk, you use 
the File Save As command. 


When you want to quickly save a worksheet that has already been saved and you 
want to save tounder the same name and inthe same folder, you use the File Save 
command, Choosing File Save ummediately saves the worksheet on the disk 
without first displaying the bile Save As dialog box. 


lf your disk 1s almost full, canceling the File Save command, or the File Save As 
command afler you choose the Save bulton, may interfere with the save process 
To avoid possibly losing data, do not cancel the save process after it begins 


suas’ Saving a new or existing worksheet as a new worksheet file 


If you are saving linked worksheets, make sure to save all supporting worksheets 
belore you save the dependent worksheet, so that document names in caternal 
relerences are current) bor information on linking and saving linked worksheets, 
see “Linking Documents in Chapter 8 


Saving a Worksheet En 





1 Choose File Save As 


lt the worksheel has Hevel been sus ed belore you Cull abso 4 hoose File Suave 
Microsott Excel displays the File Save A» dialog box and proposes the current 
name for the worksheet in the Save Worksheet As box 


2 If you want to save the worksheet under a different name Tron the one 
proposed, type the name tor the worksheet 
For guidelines on naming files, see “More About Saving a Worksheet,” later 
in this section 


3 To save the worksheet in a folder different from the one shown at the lop of 
the dialog box, double-click the folder name in the list 


4 To save the worksheet on a different drive, choose the Drive button (or the 
Desktop button if you're using system software version 7A) 


For more information on changing drives and folders, see “More About 
Saving a Worksheet,” later in this section 


5 Make sure that the correct file format is shown at the bottom of the dialog 
box, 
For information on file formats, see “Saving a Worksheet ina Different File 
Format,” later in this section. 


6 Choose the Save button. 


sua Saving an existing worksheet quickly under the same name 
> Choose File Save. 


Microsoft Excel replaces the previously saved version of the worksheet with 


the Current version. 


Creating a Backup File 


You can set up your worksheet so that each time you save the worksheet in the 
future, Microsoft Excel saves the old version of the worksheet ma backup Hile, 
This way you can always keep the last two versions of a worksheet on your disk: 
the version you just saved and the previous version, Microsolt Excel manitains 
only one backup of the worksheet, which is always the version previous to the 
current version. To create the backup file, Microsoft Excel renames the old 
version by preceding the name with “Backup of” belore saving the current 


version. 
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sus Creating an automatic backup file 
1 Choose bile Save As 


2 


2 Choose the Options button 


Purdon the Create Backup File check box 


Choose OK 


3 
4 
S Make any other changes to the filename, folder, or drive 
6 


Choose the Save button. 


Saving a Worksheet in a Different File Format 


lo mathe easy to use your Microsoft Excel files with other applications, you 
can save your Worksheet in many common formats. This lets you work with 
Microsolt Excel data tn other applications or share Microsoft Excel data with 
people who use other applications. For more information on working with files 
from other applications, see “Exchanging Documents with Other Applications” in 


Chapter 8. 


You can save your worksheet in one of the following file formats. The default 
format is Normal, the standard Microsoft Excel format. Note that Microsoft Excel 


displays the name of the tile format currently selected in the lower-left corner of 
the File Save As dialog box. 


When you save a Microsoft Excel file in another file format, you may lose certain 


formatting that you have applied in Microsoft Excel if it is not supported by the file 
format you selected. 


File format 


Normal 


Template 
Excel 2.2 


SYLK 


Text 


Description 


Standard tormat for a Microsoft Excel worksheet. Use this format if 


you are using the document with Microsoft Excel or if you plan to link 
worksheets 


For saving Microsoft Excel templates. 


For transferring files to Microsoft Excel version 2.2 or later. All 
graphic objects, including buttons, text boxes, and embedded charts 
are removed and cell border styles are replaced with single line 
borders. Although outline formatting is removed, the file still retains 
cell formats assigned with either outline styles or ceil styles. 


Symbolic Link. For transferring data to another application, such as 


Microsoft Multiplan or Microsoft Excel for the Macintosh version 1.5 
or earlier 


ASCII text. Use this format for transferring data to a word processor. 
Saves only the text and values as they are displayed in the cells on 
the worksheet. Columns are separated by tabs, and rows by carriage 
returns, but all other format information is lost. If a cell contains a 
comma or a tab, the value from the cell is enclosed in double 
quotation marks. 
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File format Description : ce 
CSV Comma Separated Values (CSV) tormat is similar to ge ae 
except that CSV file format uses a Comma lo separate ae ‘ 
of a tab. If a cell contains a comma, the value trom the cell! 
enclosed in double quotation marks 


WKS For transterring data to Lotus 1-23 Release 1 or Lotus Symphony 

WK1 For transferring data to Lotus 1-2-3 Release ¢ 

WK3 For transferring data to Lotus |} 2-3 Release 3 

DIF For transterring data to VisiCalc DIF stands tor Data Interchange 
format. 

DBF 2 For transferring the range named Database to dBASE II 

DBF 3 For transterring the range named Database to dBASE III 

DBF 4 For transferring the range named Database to dBASE IV 

Text For transterring data to a Windows application 

(Windows) 


Text (OS/2 ‘For transferring data to an OS/2 or DOS application 
or DOS) 

CSV For transferring data to a Windows application 
(Windows) ; | 
CSV (OS/2 For transferring data to an OS/2 or DOS application 
or DOS) 


Add-In For saving Microsoft Excel add-in macros. This file format appears 


only when you're saving a macro sheet 


sing any supported language 
For saving macros so they can be run u , 
es version of Microsoft Excel. This file format appears only when you re 


saving a macro sheet. 


: 50 they can be run using 
; . ving Microsoft Excel add-in macros sO 0e | 
ps a pnb language version of Microsoft Excel. This file format 


appears only when you're saving a macro sheet. 


sua: Saving a worksheet ina different file format 

1 Choose File Save As. 

2 Choose the Options button, 

3 Inthe File Format box, select the format in which you wan the file to be 
suved 

Choose OK. 


Make any other changes to the filename, folder, or drive. 


Chouse the Save button. 
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Guidelines 





Nami 
nga Worksheet = lo name a worksheet in Microsott Excel. you tollow the 


Salhhie : ; - 
Huiles that you use When naming any other file tor the Macintosh. The 3 
Hilename can be a maxim of 3] characters 


Changi | | | } 
7 a ging Disk Drives or Folders = When you first Choose the File Save As com 5 
Hd, Microsolt Excel displays the name of the current drive in the upper-right . a 
) . . . . . ® . 
corer ot the File Save As dialog box and the the name of the current tolder in a : | 


box atthe top of the dialog box. The folders and files in the current folder are 
listed int box below the name of the current folder. To save a snniinea mi 
lolder in the current folder, double-click the folder name in the List The folder 
and tiles in the folder you double-clicked are then listed in the bux. To sav a 
Worksheet ina higher-level folder above the current folder. pot to ine Vane 
folder name at the top of the dialog box and dray down to select the folder you 
Want, To save a Worksheet una folder on another drive. choose the Drive Nios 
(or the Desktop button, a you are Using system soltware version 7.0) a ia 


Protecting a Worksheet or Worksheet Cell Contents with a Password = When 
Want to prevent unauthorized users from opening or saving changes toa aa * q 
Sheet, you use the bile Save As command to UssiZN ad password to ' siediediiead 

You can Hssizn IWo types Of passwords: protection and write reservation It you 
assign a protection password, Microsott Excel does not open the worksheet until 
you enter the password While you can open any linked worksheets to read aan 


fron 3 4 
ithe workshec [, YOu MMSE Chiles the protected Wworksheet’s password to update 
data in looked worksheets | 


It 0) ‘ - ‘ f ; + 6 ‘ : 
( i | i! " | | | . ) “ | Ver | ty? l il . | . l 


Using ap 
#4 Password to protect a worksheet from being opened ts different from 


Using a pr ZG ; 
va password to protect specitic Worksheet cells. such as cells containing 
lormulas tron) changes ‘ 


lor more 
reformation and procedures on Using a password to protect documents 
Ob spe . Cc | 
spectiicd worksheet cells trom bempe opened or changed, see “Protecting 
Documents and Windows” in Chapter 16. 
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Saving Linked Worksheets II you'ie saving linked worksheets, Inahke sure you 
save all supporting workshicets belore you save the dependent worksheet, so that 
document names in external references are current. For mlormation on linking 
and saving linked worksheets, see “Linking Documents” in Chapter & 





Tips 
Checking the Size of Your Worksheet =I! you are Concerted about how much 
memory or disk space your worksheet ty using, you can check the size of your 
worksheet by selecting the last cell in the worksheet. The last cell marks the 
extent of the worksheet area that is saved when you save the worksheet, 
Microsott Excel ignores the unused rows below and columns to the right of the 
last cell. To select the last cell, choose the Formula Select Special command und 
select the Last Cell option. You can also press COMMAND END fo check the 
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location of the last cell 


Saving Memory ‘Vo make the most efficient use of your computer ‘s memory, 
you can follow these ps as youre designing und creating your worksheets: 


When you enter data, you should try to enter the data im small rectangular 
areas. Because Microsolt Excel allocates memory by rows, you can save 
memory by building your worksheet down (in colunins) instead of across (in 
rows). Remember that you can check the location of the lowes right cell by 
either choosing the Formula Select Special command and selecting the Last 
Cell option or by pressing COMMAND+END. 


Values use less memory than formulas. Hf you can use static values instead ol 
formulas. convert the formulas to values. To do this, choose the Edit Copy 
command, and then choose the Edit Paste Special command. In the t:dit Paste 
Special dialog boa, select the Values option und choose OR. 

When entering a reference to a range, try to use entire Fows ol columns 
instead of a large range as the reference. For example, if you use the reference 
1)2:1D16384, Microsoft Excel allocates memory tor every row fron 2 to 
16384. The reference D:D is a lot more efficient because Microsoll Excel 
allocates only one cell, 

When formatting cells, try not to format blank celly. bor example, instead ol 
formatting the first LOO rows wath a number Lorna when you need only 20, 
upply the format you want to either only the numbers that need the formatting 


or to the entire columns. 


Instead of adding multiple blank rows and columns to make rows taller and 
columns wider, you can use the Format Row Height command to merease the 
height of existing rows and the Format Column Width command to imerease 


the width of existing columns. 
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e When you want to add text to numbers, such ay “Ib” for pounds, create a 
Coston number format to do this instead of copying the teat Ib” inte an 
adjacent Column bot mtormation on creating a custom number format, see 
“bormatting Worksheet Data” in Chapter 5. 


e When you create a formula, use the Formula Define Name command to give 
the foriula a name and then use the name in your worksheet. For mftormation 
on Using names, see “Naming Cells and Formulas in Chapter 6. 


@ Hl possible. usc array formulas instead of multiple tormulas. For information 
vil array formulas, see “Creating and Using an Array Formula” in Chapter 7. 


e fustead of working mia large worksheet, divide the worksheet into several 
stuatler worksheets and link them together. For information on linking 
worksheets, see “Linking Documents” in Chapter 8 


@ If you're using imported Lotus 1-2-3 files that contain borders created by 
using Characters such as hyphens or equal signs, first delete these characters 
and then use the Format Border command to apply the borders you want to 
the selected cells 


Picking Up Where You Left Off = [t you want to keep your current arrangement of 
open windows so you can quickly restore it in the future, you can do so by saving 
your workspace with the File Save Workspace command. Saving the workspace 
saves alist of the currently open documents and their shape and location ina 
wank space file, 


When you save the workspace, Microsoft Excel asks if you want to save changes 
lor cach open document that has been changed since it was last saved. H you 
choose the Yes button, Microsoft Excel saves the changes on the disk and re- 
places the last saved version of the document, just as if you had chosen the File 
Suave commiund tor the document. When you start another Microsoft Excel work 
session and want lo restore your Workspace so you can pick up Where you left off, 
just open the workspace tile with the File Open command. All documents that 
were open when you saved the workspace ure automatically opened when you 
open the workspace file. hor more information on saving and restoring a work- 
space, see “Setting Up a Workspace” in Chapter 16 


Save Before You Delete = 11 is also a pood Wea to save a worksheet belore per- 
forming a mayor or lengthy operation so you can easily restore the worksheet to 
Ils previous stale i Case you make an error. For example, if you want to delete 
records trom: a database you have created on a worksheet, you should save the 
worksheet belore choosing the Data Delete command to delete specific records. 
Because the Data Delete command permanently deletes records, you can't use the 
Edit Undo command to restore the deleted records. IE you madvertently delete 
records you didi t want to delete, you can still close the worksheet without 
saving the changes, and then use the File Open command to open the original 
Worksheet 


"4 
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E Closing a Worksheet Window 


1s closing the window or multiple windows displaying 


Closing a worksheet nical , ei 
' sheet from the workspace. You can close a 


the worksheet and removing the work 
worksheet window al any lime 

You also display charts and macro sheets in indows panera ine procedures 
for closing a worksheet window also apply to charts and macro sheets 


For information on See Wind "in Chapter 1 and 
“Working with Windows in 1 
wis aaah “Changing How Your Worksheet Is Displayed” in 


Chapter 5 
“Saving a Worksheet” earlier in this chapter 


“Deleting a Worksheet" later in this chapter 


Saving your worksheet 





Deleting your worksheet 


yw a Worksheet window, To 
ommand., If you are using system 
appear on the Window 


Online Help also provides information on clos 
display online Help, choose the Window Help ¢ 
software version 7.0 and the Help command does not : im 
menu, display Help by pointing to the Help menu icon ane Con : “3 ue 
Microsoft Excel Help command. For information on a specific ——. : : “ed 
the Commands topic. For information on using online Help, see “Using Hely 


Chapter |. 


Any time you close a worksheet before saving no ree ng soni 
se the Ye 
message asking if you want to save changes. Choo 
phi Be No Gaon to cancel changes to the worksheet, or the Cancel button 


to cancel the command. 
sua Closing a worksheet window 


> Choose File Close or click the close box in the upper-left corner of the 
document title bar. 

su Closing all open worksheets 

1 Hold down SHIFT and select the File menu. 


F » File Close and. 
This displays the File Close All command instead of the File Close conmiat 


2 Choose File Close All. 
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Deleting a Worksheet 





i rksheet 
2 More About Deleting a Wo 
When you need to delete a worksheet froma disk, you don't have to quit O ws ~—6Ll LL iAaline 
c : CUL ( c 4 yi cit C | wo Ty meee G uidelin e . Kite Delete coms 
Microsoft Excel You can delete worksheets, macro Sheets, charts, or uny other first Choose the bile 
| . k Drives or Folders = When you he upper-right 
| Nile on your disk trom within Microsoft Excel using the File Delete commiand. Changing Dis Excel displays the name of the current drive in the = 
Lid oe a - — Is ) » . - aa al 
Osoll ExXcCe! Us} ‘ . ren boldel 
= ake wpe Kile Delete dialog boa and the the name ol the cu 7 folder are 
a . aT ~ . x . ~ . . : 
NOTE You Cannot use the File Delete command to delete a Microsoft Excel document O corer of the f the dialog box The folders and tiles i the curte Saati Siahian 2h ’ 
| : c e . B ‘ ’ aM. vaice “hi! 3, oA ‘ 
thal has been protected or write reserved with the File Save As command = box at the lop F rt the name of the current folder. To delete a we: tle | 
1 ; u box below te Ue eae on ve list le Loide 
i — : pia current folder, double-click the folder see me Na Vo delete a : 
; un , ume the “doin the 
| a5 ae’ rie snd i in the folder you double-clicked are then si ; ler, point to the current 3 
” " and ities np . » current bolded, 
Deleting data in worksheet cells or Clearing and Deleting Cells, Rows, and Columns worksheet trom a higher-level folder above ‘ : lown to select the folder you : 
mio abi 
deleting rows and columns in Chapter 4 . folder name at the top of the dialog — at a +r drive, Choose the Drive f 
| et from a folder on anothe ; 7.0) r? 
: delete a worksheet ; , ware Version /.0). 
: wae. tou »sktop bullon, if you ure Using sy stem soll 
Online Help also provides information on deleting a worksheet. To display online button (or the Desktof , 
Help. choose the Window Help command. If you 


ure Using system software 
version 7.0 and the Help command does not uppear on the Window menu. display 


Help by poiting to the Help menu ion and choosing the Microsoft Excel Help 


command. bor information on a specific command, select the Commands lopic., 


hor information on using online Help, see “Using Help” in Chapter 1. 


sun Deleting a worksheet 


Phe following procedure also works form 


acro sheets, charts, and any other file 
On Your disk 


IMPORTANT The File Delete command cannot be reversed with the Edit Undo command. If you 
delete a document from your disk. you Cannot retrieve it. However, File Delete 
removes the document trom the disk, but not from memory. If you inadvertently 


delete a document that is Open, yOu Can Save it ON your disk again with the File 
Save As command because the document is still in memory 


lo do this procedure, you must be using full menus 


1 Choose File Delete 
2 Inthe list. select the Worksheet you want to delete 


the worksheet you want to delete is not listed, switch to the folder con- 
tuning the worksheet by double-clicking the folder name in the list. For more 


Information on changing drives and folders, see “More About Deleting a 
Worksheet,” later in this section. 


3) Choose the Delete button. 


Microsoft Excel asks lor confirmation betore deleting the worksheet. After 
you delete a worksheet. the File Delete dialog box rem 


ulihs upen SO you can 
Select and delete other Worksheets. 


4 Choose the Close button to close the dialog box. 











Editing a Worksheet 


Microsolt Excel provides many commands to make editing your 
worksheet simpler and faster You can copy or move data and 
formats from one location to another on the same worksheet or 
from one worksheet to another, insert and delete data, find and 
replace data, and sort rows and columns. 


While editing your worksheet, keep in mind that you can undo or 
repeat most editing actions and commands by choosing the Edit 
Undo command or the Edit Repeat command immediately after 
performing an action or choosing a command. 


NOTE Unless otherwise noted, all information and procedures 
for working with worksheets also apply to macro sheets. 
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Moving and Copying Data and Formats 


With Microsoft Excel you can move or COPY cell contents, notes, and formats to 
simplity editing tasks and streamline worksheet construction. You can move OF 
copy cells toa different part of the same worksheet, to another worksheet, or to 
any other application that can read data from the Clipboard. If you move cells, 
Microsoft Excel automatically adjusts relative references to the moved cells so 
your formulas still work. If you copy cells, the original cells are not affected. 
When you move or Copy cells. Microsoft Excel uses the Clipboard to temporarily 
store the cells before you paste them into their new location. This section assumes 
you are familiar with Clipboard operations. If you are not, read your system docu- 
mentation to learn about the Clipboard. 


You can also copy data from a worksheet to a chart, or paste a COpy of a formula 
on another worksheet as a link. A linked formula refers to the cells on the work- 
sheet from which you copied the formula instead of cells on the same worksheet 
as the pasted formula. This section does not discuss copying data from a work- 
sheet to a chart, pasting a formula as a link, or copying data between Microsoft 
Excel and other applications. 
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For information on See 


Copying data to a chan “Adding, Editing, and Deleting Chart Data’ in 
Chapter 12 


Copying linked formulas to another — “Linking Documents” in Chapter 8 
worksheet 


Copying data to another application “Exchanging Documents with Other Applications” 
in Chapter 8 


Online Help also provides information on moving and copying data and formaly. 
To display online Help, choose the Window Help command. If you are using 
system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help™ in 
Chapter 1. 


Moving Cells 


Moving cells is like physically cutting out the cells and transferring them to a 
new location —either on the same worksheet or on a different worksheet. Moving 
cells is a two-stage process. First, you select the cell or cells you want to move 
and choose the Edit Cut command to designate the selected area as the cur area, 
then, you select the area that you want to move the cells to and choose the Edit 
Paste command. When you choose Edit Cut, Microsoft Excel surrounds the cut 
area with a dotted line, called the marquee. 


The area that you move the cells to is called the paste area. You can designate 
the paste area by selecting a single cell or by selecting an area the same size and 
shape as your cutarea. H you select a single cell, Microsoft Excel uses this cell as 
the upper-left corner of the paste area and automatically expands the paste area 
down and to the right to match the size and shape of the cut area. Selecting a 
single cell is the easiest way to select the paste area. If you select a range of cells 
for the paste area, the selection must be the same size and shape as your cul area. 
Otherwise. Microsoft Excel will not complete the paste operation. 


When you choose the Edit Paste command, Microsoft Excel replaces the cells in 
the paste area with the cut cells, deleting the data that was contained in the paste 
area before the paste. If you're moving cells to a new location in the same rows 
or columns on the same worksheet, you can insert the cut cells between cells 
instead of pasting over the cells in the paste area by using the Edit Insert Paste 
command. 





ell contents, the cell formats, 
refer to the same Cells as they 
Microsoft Excel adjusts all reterences to the moved 

» formulas sull use the same values from the 
area before the move produce 
{once you paste. 


Microsoll Exc el moves the ¢ 
fto the cell. Moved cells sull 


When you move cells, 
and any notes atlaches 
did belore the move Also, 
cells to reflect their new location, s : 
new location, Cells that refer to the orginal er | 
error values because the original paste area ly deletec 


; e 0:C 10: 
first Hlustration shows the worksheet before MOVINE cells Al 


a ee a ee 
~ Month Classical | Rock 

$900 = $1,025 
$700 4950 
4950.0 $1,100 















Paste area 





| 


"$3,075 |___ rhe cut area is marked 
| with the marquee 





_—~—_—* 


Before the move. cell 810 contains the 
formula =SUM(B2.84) and cell C10 
contains the formula =SUM(C2.C4) 


After moving cells A10:C10 to A6:C6, the worksheet looks like this: 


ee 














Month | Clessicel | Roc ; 
Jan $900 $1,025 | 
Feb ' $700, $950 
“\iter yo50° «$1,100 | 


Cell B6 now contains the formula 
=SUM(82:B4) and cell C6 contains 
the formula =SUM(C2:C4). 


The cut area 's deleted. 


. wc are adiusted. see "More About Moving 
For more information on how references are adjusted, see N 


and Copying Data and Formats,” later in this section. 
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aun Moving cells 


Use the following procedure to move cells and paste them over existing cells. 


1) Select the cell or cells you want to move. 


2 Choose Edit Cut 
Microsolt Excel surrounds the selection with the marquee. 


3 If you want to move the cells to another worksheet, activate the other 
worksheet. 


4 Select the upper-left cell of the paste area—the cells you want to move the 
data to—-or select the entire paste area. 
You can overlap the cut area and paste area. 


5 Choose Edit Paste. 


sus Inserting cut cells between existing cells 


You can use the Edit Insert Paste command to insert cut cells between other cells 
when moving cells to a new location in the same rows or columns on the same 
worksheet. Use the following procedure to paste cut cells without replacing data 
in the existing cells and close up the cut area. 

1 Select the cell or cells you want to move. 


2 Choose Edit Cut. 


Microsoft Excel surrounds the selection with the marquee. 
Select the cell where you want to insert the cut cells. 


Choose Edit Insert Paste to insert the cut cells and shift the other cells down 
or to the right to accommodate the inserted cells. 


Copying Cells 


Copying cells is like physically duplicating the cells and pasting them into 
another location —either on the same worksheet or on a different worksheet. As 
with moving cells, copying cells is a two-stage process. First, you select the area 
you want to copy and choose the Edit Copy command to designate the selection 
us the copy area: then, you select the area where you want to place the copy and 
choose the Edit Paste command. When you choose Edit Copy, Microsoft Excel 
surrounds the copy area with a dotted line, called the marquee. This marquee 
remains around the copy area alter you paste a copy of the cells, so you can paste 
the same cells again. 








IMPORTANT 


NOTE 
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When you choose the Edit Paste command, Microsoft Excel replaces — ng in 

the paste area with the copied cells, deleting the data that was en in t : . 
paste area before the paste. You can insert the copied cells between cells Ins vot 
ot pasting over the cells in the paste area by using the Edit Insert Paste command. 


When you copy cells. Microsoll Excel copies the cell contents, the cell formats, 
and any notes attached to the cell. You can choose to paste all or only one of 
these attributes into the new location, oF paste ared, Using the Edit Paste Special 
command | 
You designate the paste area in the same way that you do when you are MOvInY 
cells. You select either a single cell to designate the upper-left corner of the paste 
area or you select an area the same size and shape as your copy area. 

When you copy cells, Microsoft Excel automatically adjusts relative cnmnpnen 
in the paste area. The relative references refer to cells relative to the panty Stes | 
instead of to cells relative to the original copied cells. Therefore, the pasted cells 
refer to different cells than do the cells you copied. For example, if cell BS 
contains a relative reference to cell BI and you copy cell BS to CS, cell CS 
contains the reference C1 instead of BI. 





The following worksheet shows the result of copying cells A6:C6 to cells 
AI2:C12: 









Classical Rock 
$900 $1,025 | 
$700. $950 

$1,100 | 





The copy area is marked 
with the marquee 


~~ Statwepese eases eo fe 


In the copy area. cell B6 contains 
the formula =SUM/(B2:B84) and 
cell C6 contains the formula 
=SUM/(C2.C4) 


In the paste area, cel! B12 contains the 
formula =SUM(88.8 10) and cell C12 
contains the formula =SUM/C8:C 10). 


‘ ‘ . »y = > y 
For more information on how references are adjusted, see “More About Moving 
and Copying Data and Formats,” later in this section. 


To create a formula that refers to the same cells after you copy it, use absolute 
references in the formula. For example, use the reference $B$1 instead of B1. 
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suit’ Copying and pasting cells 


Use the following procedure to copy cells and paste them over existing cells, 
1 


Select the cell or celly you want to copy. 


2 Choose Edit Copy. 


Microsolt Excel surrounds the selection with the marquee. 
To copy the cells to another worksheet, activate the other worksheet. 


Select the upper-left cell of the paste area—the cells you want to copy to—or 
select the entire paste area. 
S Choose Edit Paste. 


To copy the same cells to another location, repeat steps 3 through 5 with a 
different paste area. 


To cancel the marquee after you have finished copying, choose a command, 
activate the formula bar, or press COMMAND+PERIOD. 


If you know that you want to paste the copied cells only once, you can press 


ENTER on the numeric keypad at step 5 instead of choosing a command. This 
completes the procedure 


sun Inserting copied cells between existing cells 


You can use the Edit Insert Paste command to insert copied cells between other 


cells. Use the following procedure to paste copied cells without replacing data in 
the existing cells. 


1 


Select the cell or cells you want to copy. 

2 Choose Edit Copy. 

Microsolt Excel surrounds the selection with the marquee, 

To copy the cells to another worksheet, activate the other worksheet, 
Select the upper-left cell of where you want to insert the copied cells. 
Choose Edit Insert Paste. 


Microsoft Excel displays a dialog box so you can choose which way you want 
to shilt the original cells. 


Select the Shift Celly Right option to shift the cells in the paste area night, or 
select the Shift Celly Down option to shift the cells in the paste area down. 


You can use the Edit Insert Paste command only once during copying. To copy 
and insert cells again, repeat the preceding procedure. If you wart to paste the 
same cells over existing cells, you can choose the Edit Paste command with- 
out repeating the procedure because the marquee is still in effect. To cancel 


the marquee, choose a command, activate the formula bar, or press 
COMMAND +PERIOD. 
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Pasting Multiple Copies with One Paste Operation 


‘ . ‘ c | er c . le area. 


ope r 


Sane Ed 
Month Classical Rock 








The copy area !S marked with 


ion “"""g900 $1,025] the marquee 
Feb $700, $950 
$950 $1,100 | 


The paste area 'S a multiple | 
selection, each range 's the 
same shape as the copy alea. 


h addi al selecuion. 
COMMAND as you drag through each additional selec 


eee 


. sys. you can also make a multiple selec- 
i a i eo pane an alah a movement key to a. 
<a = ae celly you want. Then press SHIFT+F 10 = “ “ 
pi att = acai keep that selection, and move to the first cell of the ne 
pointe ra select. Repeat this sequence io add selections. 


. *h. 3 

Worksheet” in Chapter». es 

area many limes within one paste og To ck 7 
i a ha lly, ela : » same shape as 

his. you Select a paste area made up ol multiple steno —. monte “ 

is “area. In the preceding illustration, for example, se sui ha ost 

pitt ; \ area would paste the copied cells in the paste area 

ine pas Gx ‘ . 


You can also duplicate the copy 


. iple 
oe the same cell range to multip 

F > ‘ombine these [WO techniques lo COpy the = t rs os aka 
pte e and paste multiple copies i each range ¢ 


areas on the worksheet ple rectangles the same 


| wach paste area of mull 
selection. To do this, make up each paste area 


sive and shape as the copy ured. 


copies of a cell 
The Edit Insert Paste command cannot be used to paste multiple Cop 
1e 
or range 
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suas Copying and pasting multiple copies of the same cells 


1 Select the cell or cells you want to copy. 
2 Choose kdit Copy 


To paste the same ce 
3 a oe the same cells in many areas of the worksheet, select the upper-left 
Ce me . ‘ B\4 a > ‘ . ; ; 
: of each paste area. Alternately, you can select multiple paste areas the 
same shape as the copy area. 


To acre » si; . » , 
A the copy area many limes within a paste area, select a paste area 
made up of multiple rectangles of the same size and shape as the copy area 


Choose Edit Paste. 
5 To paste the same copy area again, repeat steps 3 and 4. 


To % ‘Cc > . ~ afte } ini 
os cancel the marquee after you have finished copying, choose a command 
activate the formula bar, or press COMMAND+PERIOD | 


wl ahi! that you want to paste the copied cells only once, you can press 
on the numeric keypad at step 4 instead of choosing a command. Thi 
completes the procedure. si 


Copying to a Range of Adjacent Cells 


If you want to copy the same formulas or data to several adjacent cells ‘i 
use the Edit Fill commands as a shortcut. The Edit Fill commands co yy iy 
from one row or column in a selection into the adjacent cells of the he i If 
you have a workgroup selected, you can also use the Edit Fill Work; oa yen 
mand to copy the selection on the active worksheet to the same esate xa 
other worksheets in the group. For more information on editing with a w ke ; 
selected, see “Editing Worksheets as a Group” in Chapter 8 meres 


The f pane x : 
¢ following illustration shows how you could fill in the total formulas for a 
row from one cell on the left: | 


Cell C6. the copied cell. contains 
the formula =SUM(C2:C4) 













Rock Jazz 


$1,025, $1,000' $s00| 
$950 $850, $450 
$1,100, $1,000 $400 | 


After cell C6 /s copied to cells D6 and E6 with 
the Edit Fill Right command, cell D6 contains 
=SUM(02:D4) and cell E6 contains =SUM/(E2.E4). 
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mus Filling a selection 


1 


2 Tocopy the selection’s first column in 


Select the cell or cells you want Lo Cop) and the adjacent celly you want to till. 


You can make a multiple selection, 1n this case, each range in the selecuion Is 
filled from the cells in the same range 


to the adjacent cells to the night, choose 
Edit Fill Right. 


To copy the selection’s first row to the 


Down. 


adjacent cells below, choose Edit Fill 


To copy the selection’s last column into the adjacent cells to the left, choose 


Edit Fill Left (hold down SHIFT as you select the Edit menu). 
To copy the selection’s last row into the adjacent cells above, choose Edit Fill 
Up (hold down SHIFT as you select the Edit menu), 





Moving or Copying in the Formula Bar 


As a time-saver When you're creating long formulas or labels, you can use the 
Edit Copy. Edit Cut, and Edit Paste commands while the formula bar is active. 
This is useful for moving characters in the formula bar or quickly copying 
repeated characters, such as references or names, lo different locations in the 
Same formula or to formulas in other cells. 


sua Moving or copying characters in the formula bar 


4 Select the cell containing the characters you want to move Or COpy. 


2 Inthe formula bar, select the characters you want to move or COpy. 
3 To move the selection, choose Edit Cut. 


To copy the selection, choose Edit Copy. 
4 To move or copy the characters to another cell, press ENTER and then select 
the cell into which you want to paste the characters. 
5 To insert the cut or copied characters, position the insertion point in the 
formula bar where you want to paste the characters. 
To replace characters in the formula bar with the copied or cut characters, 
select the characters you want lo replace in the formula bar. 


6 Choose Edit Paste. 
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Copying Only a Cell’s Formula, Value, Format, or Note 


Normally, when you copy cells to a new location, Microsoft Excel copies and 
pastes formulas, values, formats, and notes, To paste only one of these attributes, 
use the Edit Paste Special command when you paste the copied cells. For exam- 
ple. if you paste only the copied cells” tormats, Microsott Excel reformats the 
cells inthe paste area to match the copied cells* formats but does not change the 
contents of the cells in the paste area. 


sss’ Copying specific cell attributes 

To do this procedure, you must be using full menus. 
1 Select the cells you want to copy. 

Choose Edit Copy. 

Select the paste area. 


Choose Edit Paste Special. 


nb Gd fod 


To paste only the contents of the copied cells (as entered in the formula bar), 
and not cell notes or formats, select the Formulas option, 


To paste only the copied values (as displayed in the cells), select the Values 
option. 


To paste only the copied formats, select the Formats option. 
To paste only the notes attached to the copied cells, select the Notes option. 


6 Choose OK. 


Combining the Contents of the Copy and Paste Areas 


Instead of replacing the values or formulas in the paste area with those tn the 
copy area, you can combine the formulas or values in the copied cells with the 
formulas or values in the paste area cells. You can specify whether the copied 
formulas or values are added to, subtracted from, multiplied by, or divided into 
the contents of the paste area cells. 


If you combine formulas from a copied cell and a paste area cell, the copied 
formula is appended to the paste area cell's formula, each formula is enclosed in 
parentheses, and the two formulas are joined by the operator for the operation 
you selected (add. subtract, multiply, or divide). If the paste area cell contains a 
formula and you paste the value of the copied cell into it, the original formula ts 
enclosed in parentheses and the copied value is appended to the formula, pre- 
ceded by the appropriate operator. If the copied cell and paste area cell both 
contain values, then the resulting value from the operation ts entered in the paste 
area cell, not a formula showing the combination of the two cells. 
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; , Classical Rock Jazz, wor 

— —* ~ §1.025 $1,000 $500 | Se 
Int - $700 4950 ; $850 d $450 4 ae | 
Me $950" $1,100, $1,000 $400 . 5 450 
Mar - pen? 

| 2 850 . "$9,825 
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the formula 
WF 11, the paste area, comains 
i SUMIBI 1:F11) before the paste 


Cell F6 1s selected as the copy area 


| [ | | E F 
: . : —— Folk Total Sales 


Clessicel | Rock 7; edo ; $500. $3,425 | 


ee) $850 $450 2,950 


: $950 
3950 $1,100, $1,000 $400 , $3,450 | 


$2550! $3,075, $2,850 $1,350*. .. #72 


Classical Rock , 
Advertising $150. 
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Selecting the Values and Divide options in the Eoit ea 
Special dialog box appends the yalue in cell F6 to the 
formula in the paste area Cell Fit now contaiNs the 
formula =(SUM(B11 £11)//9825 


saa ~Combining copied formulas or values with the paste area 


To do this procedure, you must be usin 
you want lo COPY. 


g full menus. 


4 Select the cell oF cells 
9 Choose Edit Copy. 
3 Select the paste ares. 


4 Choose Edit Paste Special. 
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5 ‘lo combine the copied cells’ formulas with the paste area cells, select the 
Formulas option. 
To combine the copied cells’ values with the paste area cells, select the 
Values option 

6 Under Operation, select the operation you want used to combine each copied 


cell and its corresponding paste area cell. 


If you select the Divide option. Microsoft Excel divides the paste area cell 
value or formula by the copied cell value or formula. If you select the Subtract 
option, Microsoft Excel subtracts the copied cell value or formula from the 
paste area cell value or formula. 


7 Choose OR. 


When combining data from more than one worksheet, you can also use the 


procedures for linking cells or ranges between worksheets. For information on 
linking, see “Linking Documents” in Chapter 8. 


Transposing the Copied Cells When You Paste 


You can transpose or switch the arrangement of the copied rows and columns in 
the paste area. For example, if the data in the copy area is originally arranged in 
columns, Microsott Excel pastes the data in rows, as shown in the following 
illustration: 








Month Classical. 
Jan i $900 





In the copy area, the months 
are in a column and the 
calegones are in a row. 


eoeewececGReewr Bb aeaasaeseowee 


BClessicel, $900!) $700; $950 . The Transpose check box in the 
JIE) § £7) Paste Special dialog 

box switches the rows and 

columns in the paste area. 


suas Transposing copied rows and columns in the paste area 
To do this procedure, you must be using full menus. 
1 Select the cells you want to copy. 

Choose Edit Copy. 

Select the paste area 


Selecting a single cell is easiest, since it may be difficult to determine the size 
and shape of the transposed copy area. 






4 Choose Edit Paste Special 
5 Turn onthe Transpose check box 


6 Choose OK 


Copying Only Nonblank Cells or Visible Cells 


; aste » the nonblank 
With the Edit Paste Special command, you can choose to ae ngs "ees cca 
: ; cells. blank cells in Me © 
. canyv urea. Hf you paste only nonblank cells, 
cells Irom the COpy area. J e r a de soll Excel to 
area do not replace cells in the paste area. If you do not tell Mic sie osantion 
‘ ‘ . . , aeert > ace ce S n c as - 
paste only nonblank cells, blank cells in the copy area re place cell's | az 
area. elfectively clearing those cells 
; Saat ‘ . . a : . Ows OF 
Also. if you are copying cells from an area that contains — r an 
a ‘ , as a Select Special comma 
columns due to outlining, you can use the Formula Select Special ¢ igh 
\ “ . ol,’ . vit } 4 eu. . 
yaste only the cells that were visible hen you selected the copy a hing & 
‘ > : na ’ > «ee * sheet ¢ 
acetal for copying summary data to another area ol the same worksnhe 
another worksheet to create a summary report. 


sua Pasting only nonblank cells 

To do this procedure, you must be using full menus. 
1 Select the cells you want lo copy. 

2 Choose Edu Copy. 

3 Select the paste area. 

4 Choose Edit Paste Special. 

5 Turnon the skip Blanks check box. 

6 Choose OK 


nua Pasting only visible cells 
To do this procedure, you must be using full menus. 
4 Select the cells you want lo copy: 


Cl VI >ce n the 
2 Choose Formula Select Special or click the select visible cells button | 





tool bar ( {25} ). | 
3. WW you chose Formula Select Special, select the Visible Cells Only option, 
4 Choose Edit Copy. 
5 Select the paste area. 
6 Choose Edit Paste. 
the 
NOTE _ if the paste area contains collapsed rows oF columns, Microsoft Excel pastes 


isi m 
copy area into consecutive rows OF columns even if they are not visible. You may 
need to expand the paste area to see all of the copied cells. 





> ee | 


MORE ABOUT 


154 Chapter 4 —_ Editing a Worksheet 
ASU athe 












More About Moving and Copying Data and Formats 


- 


ee Pie 


esse cone. Guidelines 


How Moving Cells Affects References Moving data has the following effects on 
references: 


® Microsoft Excel automatically adjusts all references to the moved cells so 


the references designate the same cells in the new location (the paste area), 
therefore, all formulas are still calculated from the same values. 

In the moved cells, Microsoft Excel does not change references to cells 
outside the moved cells. After you move formulas, the formulas in the paste 
area refer to the same cells that they did before you moved them, References 
to cells within the paste area are adjusted as noted previously. 


Formulas referring to the paste area (as it exists before you paste in the moved 
cells) produce the #REF! error value since you are effectively deleting the 
area by pasting the moved cells over it. 


Outside the cut area, references to the cut area produce the #REF! error value 
if you move the cut cells to another worksheet 

Rach of the next two illustrations shows formulas before and after one of the cells 
is moved. In the following Hlustration, cell B7 ts moved to cell BS. Notice that 


references within the moved cell (cell B7) don’t change when the cell ts moved, 
but that Microsolt Excel does adjust references to the moved cell. 










Betore the move. cell B87 contained the formula 
=SUM/(82:84). After the move to cell B5, the 
formula still refers to B2:B4 





_Classical Rock 
$900. $1.025 


$700 $950 
950 $1,100 
$3,075 


— 


| 


The selected cut 
| 8 : area was cell B7. 
| 9 | 

Month Classical Rock 
Ho i $975 $1,150 
May $875. $1,000 
) 13 |Jun | $950 $1,075 | 


4 
5 |TOTALS _ $2,800 «$3 225 | 


$5,350° $6,300 | 


Before the move, cell B17 contained the formula 
-B7+B15. After the move, Microsoft Exce/ agjusted 
the reference so cell B17 now contains 

the formula =B85+B8 15. 
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Now look what happens when cell CIS 









Moving and Copying Data and Formats 


, PTT obs os 
se?" wlag) « wa 





is moved to cell BIS: 


oe me SS Se Oe 


“s wr oc k 
th Classical Roc 
— ; $900 | $1,025 | 
$700 $950 
$950 $1,100 
TOTALS $2,550 aad 
Month “Classical . Rock | 


$975 $1,150 | 
$3875 $1,000 
$950° $1,075 | 


The moved cell C15. contained the formula 
-~SUM(C 11-€13) before the move and still 
reters to C11-C13 atter the move 





] 
| 
annem TOT: 


Before the move, cell B17 comained the formula 
-B5+B815. After the move, cell 817 shows an error 
value because one cell it onginally referred to 
(B15) was pasted over (and so deleted) 


Is. Microsoft Excel 


. hou -opy cel . 
How Copying Cells Affects References When you cop) aan 


erences % » relative parts 0 
automatically adjusts relative references and the relative p 
ences in the paste ared. are 
in the following Hlustration, the formula in cell B a 
SUJM(B2:B4)—telers to a range of three cells above Il. i you ¢ PY ice 
ri iat . ” . , . . » . . ces ‘ 
Bé and paste tin cell C6, Microsoft Excel changes the ees Fe call.” 
il ( a a: ; : 
ula sil refers to the “second through fourth cells up trom the 
mul 


For example, 


—— 


A B © 
Month Classical | Rock 
$900 «$1,025 | 
4700 4950 
$950' $1,100 | 






When the copied cell is pasted into cell C6, Microsoft 
Excel adjusts the references to refer to the cells ed 
cell C6. Cell C6 contains the formula =SUM(C2. ). 


Cell B6, the copied cell reters to the cells above it 
Cell B6 contains the formula =SUM(82.B4) 
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dete ORES 1 f ee OS oA OF Magee (nO Fe¥ eS 4.3" or 7% ae ee te eee Cee ee eee 
-- : — data an beatae ‘ - ° m2) «87,72! et * *i ate orate®s e*,° so," vs 


When you copy relative or mixed references i the Al reference style, the paste 
area references look different from those in the copy area because Microsolt 
Excel has adjusted them to refer to cells that are relative to the paste area. 


Microsoft Excel makes the same type of adjustment when you use the RICI 
reference style. For example, using the RICI reference style in the preceding 
example, the formula in cell R6C2 (cell B6 in the illustration) would be 
=SUM(R{|-4|C:R|-2]C). The [4] and |- 2] indicate that the references are 
relative. If you copy cell R6C2 to cell R6C3 (cell C6 in the illustration), 
Microsoft Excel does not change the references, so cell C6 also contains the 
formula =SUM(R[| 4)/C-P! 2]C), but the formula refers to cells in column C 
‘nstead of column B. Thus, when you copy relative or mixed references in the 
RICI reference style, the paste area references look the same is those in the copy 
area, even though they reter to different cells. 

To create a formula with references that refer to the same cells aller you copy I, 
use absolute references in the formula. 


For information on absolute, relative, and mixed references, see “Entering a 
Formula” in Chapter 3. 


How Copying Cells Affects Named Cells and Ranges You can copy formulas 
containing names from one worksheet to another. If you copy a formula con- 
laining a name, and that name does not exist on the worksheet in which you are 
pasting the formula, Microsoft Excel defines the name on the destination work- 
sheet. The name on the destination worksheet refers to the same cell range as the 
original name, except on the destination worksheet. For example, if the name 
“West Region” refers to cells AS:A25 ona worksheet and you copy a formula 
containing the name “West_Region” from that worksheet to a second worksheet, 
Microsoft Excel adds the name “West_Region” to the second worksheet and 
defines it as celly A5:A25 on the second worksheet. 


If a copied formula contains a name that is already defined on the worksheet in 
which you are pasting the formula, Microsoft Excel displays a message asking if 
you want to use the existing definition of the name. To use the definition on the 
active worksheet—the worksheet into which you are pasting the formula—choose 
Yes. To use the definition on the worksheet from which you are copying the 
formula, choose No. If you choose No, Microsoft Excel asks you to create a dif- 
ferent name for the definition being copied from the original worksheet. 


For example, you might have a worksheet named 1988, with the name Inflation 
defined as 4%, and a worksheet named 1980, where the name Inflation is defined 
as 13%. Wf you copy a formula containing a reference to Inflation from the 1980 
worksheet to the [O88 worksheet, Microsoft Excel asks if you want to use the 
existing definition of Inflation in the 198s worksheet. If you choose Yes, the 
formula uses the 4% inflation rate for calculations. If you choose No, the formula 
uses the 13% inflation rate, but Microsoft Excel asks you to rename it because 
Inflation cannot be defined as 4% and 13% at the same time. 
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, see” » Cells and 
For more information on Usine named cells and ranges, see Naming 


Formulas” in Chapter 6. 
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a Tips 


Filling a Selection with the Formula Bar Entry = |n addition we a pee of 
cells using the Edit Fill commands, you can also Hila range Oo “ : ‘ 08 : — 
from the formula bar. Select the range of cells you want lo till anc ye a a os 
formula bar. When you are finished typing or editing in the eae ts 
OPTION+RETURN. Microsoft Excel tills each cell in the agen ime nee 
bar entry. For more information on using the formula bar, see “Entering 


sheet Data” in Chapter 3. 


Viewing Different Areas of a Worksheet at the Same Time if a paste in : 
» copy or cul ares lisplay both in one Wine ow, you ca 

far away from the copy OF cut area to display | 
view both at once by opening a second window into the same worksheet or by 
splitting the w indow into two panes that you can scroll separately. 


To open a new window into the same worksheet, choose oe — ee 
Window command. You can then scroll the two windows separate , ( ie 
different areas of the worksheet. Any changes you make in one window are 
automatically reflected in the other window. | 
To split a window, drag either the horizontal or vertical split ben eae — . ea 
f the left scroll arrow and above the up scroll arrow) to the 

position where you want the split, you can also choose the Control ~ ape 
mand in the document window and use the ARROW keys to position ' ne I wl 
Once the window is split, you can scroll each portion of the window inde] 

dently so you can view the paste arca alongside the copy OF cul area. 


scroll bar to the jello 


. : . as a ie 
For more information on manipulating your worksheet — display 
“Changing How Your Worksheet Is Displayed” in C hapter 5. 


ee Poy x 
tp’ ee 
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a 


= Troubleshooting 


Problems While Moving or Copying Cells li moving OF copying cells causes 
formula errors or other problems, try the following: 


and to restore the worksheet as 


>the FE Jaste COMM 
e Immediately choose the Edit Undo Paste ¢ ne #REF! 


it was before the move OF COPY: This also restores error values such 
that were caused by a move operation to their original references. 
. ‘ . 
jalue >the F a Find 
« To find out if a move operation produced error values, use the | — 
, » Y , > . e ~. 
command to find the cells with error values. After finding the error value 


i » Balj >. 2. ‘ d. 
you can sull undo the paste with the Edit Undo Paste comman 


When Microsoft Excel Can't Paste with a Paste Area of a Single i y pear - 
only the upper-left corner of the paste area and Microsolt Excel - yi yl 
sage and does not paste the cells, the copy area is too big ‘ mo = : sn tesa 
without extending beyond the edge of the worksheet. ane : _ ai a 
the beginning of the worksheet or copy 4 smaller range of cells. 1 you Ce 








paste in 


a different area or copy a smaller range, create a new worksheet and 


paste the cells in the new worksheet 4 ith the Edit Paste Link command. The 


formulas pasted in the new worksheet will sull refer to celly on the original 


worksheet. For more information on pasting linked formulas, see “Linking 
Documents” in Chapter &. 


Inserting Cells, Rows, and Columns 


After you have entered data on your orksheet, you may 


want to insert blank 
cells between occupied cells to 


make room for new data or to include more white 


space in the data area. You can insert individual blank cells, ranges of blank cells, 


or entire blank rows or columns anywhere on the worksheet. When you insert 
cells. Microsoft Excel shifts the other cells in your worksheet to make room for 


the inserted cells and adjusts references to the shifted cells to reflect their new 
locations, 


When you insert cells, Microsoft Excel applies appropriate formats to the inserted 


celly whenever possible. Generally, this means the inserted cells are given the 
same formats as the cells around them. 


For information on See 


Inserting data from the Clipboard ‘Moving and Copying Data and Formats’ earlier in 


this chapter 


Online Help also provides information on inserting cells, rows, and columns. To 
display online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help. see “Using Help” in 
Chapter 1. 


nun Inserting blank cells 
1 


Select the area Where you want blank cells inserted. To insert an entire row oF 
column, select any cell in the row or column you want shifted to open space 
for the new row or column. To insert multiple rows or columns, extend the 
selection to include the same number of rows or columns you want to insert, 


If you are inserting partial rows and columns, the area you select should be 
the same size as the area of blank cells you want to insert. 


Choose Edit Insert. 
If you are inserting partial rows and columns, select Shift Cells Right or Shift 


Cells Down to shift the other cells in the worksheet to accommodate the in- 
serted cells. 






NOTE 


inserting Cells. Rows and Columns 


Re PAt te te 


space Lor the new row OF column 


4 Choose 4 IK 


Te? . > tp ‘ells 
Microsoft Excel mserts blank cells and adjusts references FO the shifted ¢ 
i e 


to reflect ther new locations. 


. i" ’ . ree \ i) ‘ol- 

You can also insert blank rows or columns by selecting entire Foy , re 

sod ’ lect i -olumn, 
umns and choosing the Edit Insert command. To select a Frow sbi =o 

| » keyboard, press SHIFT+- “BA 
he . Pore yeading. With the keybo 
click the row or column I | peel paereeet 
to select the current row OF Press COMMAND +SPAC I BAR Lo select the i 


column. 


r cells 
When you insert partial rows OF columns, you May inadvertently apie = 
on the worksheet So they are no longer lined up with their ni he 
example, suppose you are inserting cells In column B, and furt - otha 
worksheet you have a list of clients in column A an wa ws i 
lis down, you will find tha 
column B. It you shift column B ce Fedagaee? pint oleneiaete 
rate clients. To avoid this, S 
are no longer next to the approp 
column or row containing data or insert entire rows OF columns 


Clearing and Deleting Cells, Rows, and Columns 


inten , 1 Excel 
Clearing and deleting are two ways tO remove data from a Mic —_ an 
As : ae | > Oral ( 
document. The distinction between the two techmiques 1 very ae ee 
: : Bos ee has: a nts, 10 als, 
; acl sets. Clearing a cell clears the contents, form 
worksheets and macro sheets. were ¢ ture of 
ae > cleare ~}] in the structure 
na nicl at cell, but leaves the cleared ce | 
notes-— or all three from tha NL: .< from the 
, Tt » cell and its notes Ir 
mt ‘le 4 cell completely removes the ce 
the worksheet. Deleting a ct , yee, 
worksheet. and closes up the space that was occupied by the delete 


i See 
For information on 
Deleting data from the formula bat “Editing Worksheet Data” in Chapter 3 


Deleting notes from the worksheet “Adding Comments to a Worksheet” in Chapter 6 
“Formatting Worksheet Data” in Chapter 5 
“Formatting with Cell Styles” in Chapter 5 


Deleting custom number formats 


Deleting cell styles from the style 
sheet 


Deleting worksheet names “Naming Cells and Formulas” in Chapter 6 


Deleting a worksheet “Deleting a Worksheet in Chapter 3 


ae let ells. rows, and 
Online Help also provides information on clearing and deleting outr panne 
columns. To display online Help, choose the Window Help Ser’ ite ome 
using system software version 7.0 and the Help command does no ‘ os st ithe 
— . »nu icon and CHOOS 
“cnlay Help by pointing to the Help menu 
Window menu, display Help by . BP ee and. select 
oe ea »cific command, Se 
+ Exce : and. For information on a spec ) = 
Microsott Excel Help commat were .e “Using Help” in 
the Commands topic. For information on using online Help, see “Using P 
Chapter |. 
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Clearing vs. Deleting Cells 


("| mar ’ eter ’ . . . : 
: u is: and deleting cells produce different results for formulas that reference 
WwW . *,* *,* . . y 

= cells. Ha cell as cleared, its value is zero; a formula referring to that cell 
Ww ate? . . . . j 
) om 4 value of zero from that cell. [a cell is deleted, it no longer exists, a 
ormula referring to the deleted cell . 

n cell will not be able to find it and 
| and wall return the 

#REE! error value ~ 


This difference can be very significant, because clearing a cell when you meat 
lo shied itmight produce erroneous data, For exumple. i you enter the ent 
gees il <a cae clear cell BI. the result of the formula will be zero 

4 you delete cell BL. the cell containing the formula =A1*BI is changed 
to =AL*#REF! and produces the #REF! error value to let you Know that y 5 od 
to adjust your formula. iil 


pc sip always use Caution when deleting cells. However, if you inadvertently 
“aps cells you want to keep, you can put them back by immediately choosing the 
it Undo command betore doing anything else on your worksheet. 


} Ne ‘ . “‘—h + , .) . ‘ . > . , 
‘ tes that are attached to deleted cells are deleted with the cells. Notes that 
elong to shifted cells follow the cells to their new locations 


un Clearing cells’ contents, formats, and notes 


Use the Edit Clear command to clear a cell's contents, format, or note, or all 
three, but leave the cell in the worksheet. A cell's format includes number format 
alignment, font, patterns, protection, and borders. Clearing the formats from a ‘el 
with a style other than Normal changes that cell's style to Normal wail applie aN 
formats that are part of the Normal style to the cell, j oi eit 


1 Select the cell or cells you want to clear, 


2 Choose Edit Clear. 


3 To clear formats. formulas, and notes from the selected cells, select the All 
option. | 


lo clear just the formats, select the Formats option. 
lo clear just the formulas, select the Formulas option. 


lo clear just the notes, select the Notes option, 


4 Choose OK. 


He want to clear formulas, values, formats, and notes from an entire worksheet 
it's easier to create a new worksheet using the File New command than to clear | 
the cells using the Edit Clear command. 
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mus Deleting cells 
Lise the Edit Delete command to remove cells from the worksheet and close up 


the space occupied by the cells. Using Edit Delete does not place the cells on the 


Clipboard, which means that you cannot paste the cells after deleting them. To 
he Clipboard so you can paste them 1 another location, use the 


1 For information on using Edit Cut, see “Moving and Copying 


place the cells ont 
Edit Cut commane 
Data and Formats,” earher in this chapter 


1 Select the cell or cell range you want to delete. To delete an entire row or 
column, select any cell in that row oF column, To delete multiple rows oF 
columns, extend the selection to include a cell in each row oF column you 


want to delete. 


Choose Edit Delete. 





e. select Shift Cells Left or Shift Cells Up 


If you are deleting a cell or cell rang 
ace left by the deleted cells. 


to shift the remaining cells and close the sp 
tire rows or columns, select Entire row OF Entire Column 


If you are deleting en 
and close the space left by the deleted rows or columns. 


to shilt cells up or left 


4 Choose OK. 


Microsoft Excel deletes the cells 


the space. 


and shifts other cells in the worksheet to fill 


You can also delete rows oF columns by selecting entire rows or columns and 
choosing the Edit Delete command. To select a row oF column, click the row 
or column heading. With the keyboard, press SHIFT+SPACEBAR to select the 
current row or press COMMAND+SPACEBAR to select the current column. 


Finding and Replacing Cells and Data 


When you want to select specific cells or find cells that contain specific dita, you 
don't have to scroll through your worksheet browsing for the cells or data you 
want. You can use commands from the Formula menu to gO directly to the 
desired location on the worksheet. 


Using Formula menu commands, you can find cells that contain specific char- 
acters or you can find and select special cells, such as cells that differ from a 


comparison cell, oF combinations of related cells, such as cells that contain error 
{ characters with another 


values. You can also automatically replace a sequence © 


sequence of characters In cells throughout the worksheet or a selecuion, 


For information on See 
Finding records in a database “Maintaining a Database with a Data Form” in 
Chapter 9 and “Finding Records” in Chapter 10 





162 | Chapter 4 Editing a Worksheet 





a Kk. , 





Online Help also provides information on finding and replacing cells and data To 
display online Help, choose the Window Help command, If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by potnting to the Help menu icon and choosing the 
Microsolt Excel Help command. For mformation on a spec ific command, select 
the Commands topic. For information on using online Help, see “Using Help® in 
Chapter |. 


nua Finding cells containing specific data 


To find cells containing specific formulas, values, or any sequence of characters, 
use the Formula Find command. For example, you might want to find all cells 
that are formatied with a percent sign (% ), contain the #REF! error value, or have 
formulas that contain the name Sales_ 1990 or the reference Al. You can search 
the entire worksheet or just a selected range. 


4 To search the entire worksheet, select a single cell. Microsoft Excel starts the 
search at the cell you select, 


To limit the search, select the cell range you want to search. 
Choose Formula Find. 
In the Find What box. type the characters you want to find. 


To find a formula containing a multiplication operator (*). precede the 
asterisk with a tilde (~). I you type just an asterisk, Microsoft Excel treats i 
as a wildcard character. For information on wildcard characters, see “More 
About Finding and Replacing Cells and Data,” later in this section. 


4 To look in the lormulas as displayed in the formula bar, select the Formulas 
opuon. 


To look in the formatted values as displayed in the cells, select the Values 
Option. 


To look in the note text of the cells, select the Notes option. 


5 To find only those cells whose entire formula, value, or note matches the 
characters you want to find, select the Whole option. 


To find all cells that contain the characters you want to find even if they are 
only part of the cell’s formula, value, or note, select the Part option. 


6 To search horizontally through rows, select the Rows option. Use this option 
if the cell you are looking for is probably to the left or right of the active cell. 


To search vertically through columns, select the Columns option. Use this 
option if the cell you are looking for is probably above or below the active 
cell. 


g To find the next occurrence of what you last specified, press F7. 
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7 To tind only those cells that match the uppercase and lowercase characters 


exactly as you typed them in the Find What box, turn on the Match Case 
check bor 


When the Match Case check box ts turned off, Microsoll Excel matches the 


characters regardless ol capitalization, 


8 Tosearch forward from the active cell. choose OK. 


To search back ard from the active cell, hold down SHIFT and choose OK. 


To find the previous occurrence, Press SHIFT +87. 


If your Keyboard does not have function keys, press IMMAND+H to find 
the neat occurrence and press IMMAND-+SHIFE+H to find the previous 





occurrence. 


naa Finding and replacing data 

Use the Formula Replace command to find and replace a specilic sequence of 
characters in cells with another sequence of characters The Formula Replace 
command searches only the contents of cells, not cell notes or the values 
produced by formulas. 


et teal 0 CORE e ee 


To do this procedure, you must be using full menus. 

1 To search the entire worksheet. select a single cell. Microsoft Excel starts the 
search at the cell you select. 
To limit the search, select the cell range you want lo search. 

9 Choose Formula Replace. 

3. Inthe Find What box, type the characters you want to find and replace. 

4 Inthe Replace With box, type the characters that will replace what you typed 
in the Find What box. 


5 To find only those cells whose entire contents match the characters you want 
to find, select the Whole option. 


To find all cells that contain the characters you want to find even if they are 
only part of the cell’s contents, select the Part option. 


6 Tosearch horizontally through rows, select the Rows option. 


To search vertically through columns, select the Columns option. 
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7 To find only those cells that match the uppercase and lowercase characters 
exactly as you typed them in the Find What box, turn on the Match Case 
check box 


When the Match Case check box is turned of f. Microsoft Excel matches the 
characters regardless of capitalization, 


8 To replace data in the active cell and find the next occurrence, choose the 
Replace button, To search backward, hold down stir and choose the 
Replace button 


To skip the active cell and find the next occurrence of the data, choose the 
Find Next button. To search backward, hold down SHIFT and choose the Find 
Next button. 


To replace all occurrences of the data in the worksheet or the selection, 
choose the Replace All button. If only a single cell ts selected, choosing the 
Replace All button replaces all occurrences in the entire worksheet. 


9 To close the dialog box, choose the Close button, 


Choosing the Close button does not reverse any replacements already made, 
but only closes the dialog box. To undo all replacements made, choose the 
Edit Undo Replace command immediately after closing the dialog box. 


mus Finding cells with specific types of contents 


To find and select all the cells in a selection or in the entire worksheet that 
contain a specific type of contents—notes, constants, formulas, or blanks—use 
the Formula Select Special command. 


When you find cells that contain constants, you can specify whether Microsott 
Excel finds cells that contain number constants, text, logical values, error values, 
or any combination of these. Constants are values that have been entered in cells 
and that don’t start with an equal sign, rather than the results displayed by for- 
mulas in cells. When you find cells that contain formulas, you can specily 
whether Microsoft Excel finds cells containing formulas that produce numbers, 
text, logical values, error values, or any combination of these. Finding formulas 
that produce error values is useful for checking your worksheet. Also, finding 
blank cells is useful for finding cells that should contain data but don’t, and are 
therefore causing formulas to produce misleading results. 


To do this procedure, you must be using full menus. 
1 To search the entire worksheet, select a single cell. 
To limit the search, select the cell range you want to search. 


2 Choose Formula Select Special. 





3° To find and select al 
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\ 


. | . 
Leells that have notes attached to them, select the Notes 


opt ron 


re , ‘al values, 
id select all cells that contain number constants, text, Jopic il vale 


or any combination of these, select the Constants option. and 
| pes of constants you don t want selected, 


To find at 
error values, 
turn off the check boxes bot the ty 
as. select the Formulas option und 


7 ‘lect ce aining formul 
o find and select cells conta en 
| la results you don t want ~ 


turn off the check boxes for the types of formu 
selected. 
To find and select all lank cells, select the Blanks option, 


4 Choose OK. 


‘ , > . ‘par ‘ x | a 
Microsoft Excel makes a multiple selection of all cells in the _— a 
that contain the type of contents you selected in the dialog box. ou ca 
ard through the cells in the selection with TAB 
areas of a multiple selection with CTRL+PAB 





then move lorw ard or backw 
and SHIFT TAB, and move amone 
and SHIPT+ACTRE+ TAB. 


nun Finding the last cell on the worksheet 


yarks the lower-right comer of the area being used on the 
la Select Special command. The last cell marks the 
when you save the worksheet; the 
are ignored, Finding 


To locate the cell that t 
worksheet, use the Formu 
of the worksheet that ts saved 
and columns to the right of the last cell re 
| is useful for checking the current size of the worksheet if — 
about how much memory OF disk space the worksheet is using, the 
vory and disk space I requires. 


extent of the ares 
unused rows below 
the last cel 
concemed 
larger your worksheet, the more men 


To do this procedure, you must be using full menus. 


4 Choose Formula Select Special. 
2 Select the Last Cell option, 


3° Choose OK. 


Finding Cells That Refer to Each Other 


nd to find precedents (cells that are 

i cells) or dependents (cells with 

hing for precedents and 

If you select 


Lise the Formula Select Special comma 
referred to by the formulas in the selectec 
a refer to the selected cells). When seare 
always searches the entire worksheet. 
before searching for precedents or dependents, 

is in the worksheet that are precedents or depen- 


formulas thi 
dependents, Microsoft Excel 
a cell range or multiple cells 
Microsoft Excel selects all ce 
dents for any cell in the selection. 

ist the direct precedents of dependents, or you can select oe 
ndents plus their precedents of dependents, and so oe ra 
ated cells. This is a useful tool for tracing how cells 
for building macros that trace references. 


You can select jt 
direct precedents or depe 
select an entire network of rel 
are related in your worksheet, oF 


rrr 


Using the F select S; 
g the Formula Select Special command to select only the 
aurect precedents of cell F6 selects F2 Fd 
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prt the Formula Select Special command to select 
evels of preceaents of cell F6 selects B2.F 4 | 


Cells F2.F4. the oirect precedents of cell F6, 
contain these formulas: =SUM/(82 £2) 
=SUM/(B3:E3), =SUM(B4:E4) 
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Cell F6 contains the tormula =SUM(F2.F4) 
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To do th 
\ a . 
is procedure, you must be using full menus 
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To find the ¢ 
e cells relerre 
Proce , eferred to by the formulas in the s teciedc 
recedents option. elected cells, select the 
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4 To tind only the cells with prec edents that are sper ically referred to by the 


selected cells, of the dependents that spec ically refer to the selection, select 


the Direct Only open. 
including the precedents of the precedents, of all 


To find all precedents, 
jependents of the dependents, select the All Ley els 


dependents, including ¢ 
ophion 


5 Choose OK 


Finding Cells That Differ from a Comparison Cell Mai a 


You can find and select cells whose contents differ from the contents of anothet os rely 
cell, called a ¢ omparison & ell. in the same FOW or column. To select cells that y PA 
differ, you use the Row Dilferences and Column Differences opuons In the oR 
Formula Select Special dialog box. H you select the Row Differences OpHoN, A 
Microsolt Excel searches each selected row for cells that are different from the 

comparison cell in the same FOW Ht you select the Column Differences option, 


Microsoll Excel searches each selected column for cells that are different trom 


the compartson cell in the same column. 


Kor example, SUPPOre your worksheet contains 4 hist of dates 1 column A lor 


matied ina date format and a list of the same dates 1 column B formatted as 
integers, as shown in the following ilustration, The dates in column B show the 
date serral number so itis difficult to tell whether or not the dates in column B 
correspond to the adjacent dates shown in column A. To find out if the dates 
entered in column B are correct, you would use the Formula Select Special 


command and select the Row Differences option. First, you would select the 


comparison cells and the cells you want to search: 





Cells B2:B11 will be searched for aitferences 


Cells A2ZA11 are the comparison cells 





ee ene 


NOTE 


Then you w ' . ; 

bce a Nate ae Select Special and select the Row Differences 

cell A2. the vines cs ea ae the contents of cell B2 to the contents of 

the cells in column B ee to the contents of cell A3, and so on. and select 

pawn lope ) at do not neanen the corresponding cell in column A, as 
wing illustration: 
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After choosing the Formula Select Special command and selectin 
the Row Differences option, Microsoft Excel selects the ceils in . 
column B whose contents do not match the contents of the 
corresponding cell in column A. Cells B3. 88, and B10 contain dat 
that do not match the corresponding date in column A _ 
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be seh cena? sa Gee aemeneenrs which column or row contains the 
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parison cells are he ae. i are searching for column differences, the com- 
if you ee desea ee same row as the active cell, For example 
a aaa tarde ee : = in the previous example, the comparison 


Te ee a ee comer cells is the area Microsoft Excel 

ee ae <e “ mig range can be a multiple selection. After 

gee With : - cells, Microsoft Excel makes a multiple selection 
are different from their corresponding comparison cells 


You can | 
ble dane ib outside of the current selection as the comparison cells b 
iple selection. First, select the area or areas you want omens 


then hold down COM 
MAND and click an 
comparison cells. y cell in the column or row containing the 
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Microsolt Excel compares formulas based on the RIC | reference style, which 
tive references will not be selected us being 
appear different 1h the Al reference style. 
Hecell Ad contains the formula -SU/MtA1:A3) and cell BA contains 
rs the references 1A these 


means that cells ith identical rela 
differenteven though the references 


lor cxample 
the formula -SUM(BI BS). Microsolt fixcel comside 
» both formulas refer to the three cells directly above 


formulas identical, since 
them. The similarity of formulas is obvious 1A the RIC] reference style since 


both cells would contain the formula =SLIM(R| WC R| 1) 


naa Finding cells in the same row OF column that are different 


To do this procedure, you must be using full menus. 


1 Select the range oF ranges you want Microsoft Excel to search for row OF 


column differences. 


2 Place the active cell in the row oF column you want Microsoft Excel to use a 


the basis for the comparison 


3 Choose Formula Select Spec nal 


4 Select Row Dillerences or Column Dillerences. 


5 Choose OK. 
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estion mark (?) 


Using Wildcard Characters in Search Text You can use the qu 
he Formula find 


as wildcard characters 19 the Find What box int 


and asterisk OF) 
he Formula Replace dialog box to find 


dialog box and in the Replace box it 
variitions on a sequence of characters. 

haracter in the same position as the ques- 
‘th in the Find What box, Microsolt Excel 


th or Smyth. 


A question mark stands for any single ¢ 
tion mark. bor example, if you type sm 
would find a cell that contamed either Sm 


An asterisk stands for any number of characters in that same position, For exam- 
ple. if you type sum(*)+2 in the Find What box. Microsolt Excel would find a 

cell that contained the SUM function with any argument typed within the paren- 
theses plus 2. To find an actual question mark or asterisk, precede the question 
mark or asterisk with a tilde (~). For example, to find SUM(AI -B5)*2. type 


sum(al:b5)**2 
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Finding Values by Comparing Them to a Constant Value 


a certain constant, 
criteria to find the data you want 


<=, Sp oer 


OpPehAalors 


compare to the value 


4 Database on a Worksheet.” 


Keyboard Shortcuts 


NOTE 
down SHIFT when you press the keyboard shortcut key 


To choose this command and option 
Formula Find 


Formula Find (find next cell) 


Formula Find (find previous cell) 


Formula Select Special (Notes option) 
Formula Select Special (Row Differences option) 
Formula Select Special (Column Differences option) 


Formula Select Special (Precedents: Direct Only 
option) 


Formula Select Special (Precedents: All Levels 
option) 


Formula Select Special (Dependents: Direct Only 
option) 


Formula Select Special (Dependents: All Levels 
option) 


Formula Select Special (Last Cell option) 


TLL REE Ko 


= 


savage? = Tips 


Finding External References 


you must define the search area as a database and use database 
If you try lyping comparison Operators (<. >. 
>. or =) inthe Find What box in the Formula Find dialog box or in the 
Replace With box inthe Formula Replace dialog box, Microsoft I:xcel treats the 
as text-and finds cells that contain the operator characters, not cells that 


To define the search area as a database, the area must be a 
legitimate database that meludes text field names inthe tirst et 


information on defining and using a database, see Chapter 9, 


lf the keyboard shortcut includes a shifted key, such as a brace ({), you Must hold 






If you want to find 
values on your worksheet that are greater than, less than, equal to, or not equal to 
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ow of the range. bor 
“Creating and Using 


The keyboard shortcuts for accessing the commands 
covered in this section are listed in the following table. 


Sorting Data 


Press 
COMMAND +J OF SHIFT+F5 
COMMAND +H OF F7 


COMMAND+SHIFT+H OF 
SHIFT+F7 


COMMAND+0 (letter 0) 
COMMAND + 
COMMAND +SHIFT + 


COMMAND +| 
COMMAND +SHIFT +| 
COMMAND +} 
COMMAND +SHIFT +] 


COMMAND+END 


To find all cells that contain references to other 


worksheets in their formulas, such as Budget!B2, choose the Formula Find 
command, type an exclamation point (1) in the Find What box, and select the 


Formulas option. 


Displaying Precedents and Dependents 


( 


ever. 
vour worksheel logic, use \ 
around on the 
each cell side by st 


NOTE 
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Online Help also provides information on sorting data. To display online Help. 
choose the Window Help command. If you are using system software version 7.0 
and the Help command does not appear on the Window menu, display Help by 
pointing to the Help menu icon and choosing the Microsoft Excel Help 
command. For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter |. 


sau =~ Sorting 


1 Select the range you want to sort, 


Everything within that range ts reordered, based on the key rows or columns 
you specify. Nothing outside of that range Is affected by the sort. 


2 Choose Data Sort. 
3 To sort rows (keep rows intact), select the Rows option. 

To sort columns (keep columns intact), select the Columns option. 
4 Enter the reference of your first key in the Ist Key box. 


If you are sorting by rows, this can be the reference of any cell in the column 
you want to use as your first key column. If you are sorting by columns, this 
can be the reference of any cell in the row you want to use as your first key 
row. 


You can accept the proposed reference, type a new one, oF select one on the 
worksheet. If you need to select a cell that is hidden by the Data Sort dialog 
box, you can move the dialog box by dragging the title bar with the mouse. 


5 ‘To sort by more than one key, enter references in the 2nd Key and 3rd Key 
boxes, 


Select Ascending or Descending order for each key you specily. 


7 Choose OR. 


au Undoing a sort 


If you don’t like the way your data was sorted, you can undo the sort immediately 
alter you sort. 


Pe Choose Edit Undo Sort. 


Sorting with More Than Three Keys 


You can sort with more than three keys by sorting two or more Umes. When you 
sort with more than three keys, keep these guidelines in mind: 


es The most recent sort takes precedence, so you should always do the last sort 
with the keys that are most important. 

« Microsoft Excel retains the previous sort sequence in places where the current 
sort produces equal items. 
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you want to use five key columns to sort the rows of a selection, 
nd fifth most important columns designated as the 


For example. 
do one sort using the fourth a 
first and second keys. Then do a second sort using the three most important 


columns as the keys. 


uu Sorting with more than three keys 


1 Sort using the three least important keys. Of those three keys, use the most 
important as the first key, the next as the second key, and the least important 


as the third key. 


> Sort using the next three keys, again using the most important of the three as 
v J L E 


r 


the first key. 
3 Continue sorting in this manner until you have sorted using the most 


important keys. 
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Sort Order For each key, select Ascending oF Descending to specily the order 
in which you want the data sorted by that key. In ascending order, Microsoft 
Excel sorts in the following order, top to bottom for rows and left to right for 


columns: 


s Numbers From the largest negative number to the largest positive numbe 


Sorting Data 
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= Text According to the order shown in the following table. Microsoft Excel 


ignores capitalization when sorting text. The numbers shown in the text sort 
order refer to numbers that are entered as text values. Numbers that are en- 
tered as numeric values are sorted belore text values. 


Space { “ eo ie ae / 
oe ¢ & 8 @ FF 8 
en € FF 6 HT-s SS i wh @ P @R S 
uy WEY SZ A 
s» Logical values FALSE before TRUE. 
s Error values All error values are equal. 


=s Blanks Always sorted last. 
In descending order, Microsoft Excel reverses the order of everything except 
blank cells, which are always sorted last. 


lf youre using Microsoft Excel with an international version of the Macintosh 


system, Microsoft Excel sorts the data according to the sorting rules of the country 


in use. 
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4 Troubleshooting 


Using Names Instead of Cell References as Sort Keys 


You can type a@ name 
the Ist Key, 2nd Key, and ard Key boxes in the Data Sort dialog ‘ut acca 
cell reference. The name must already be defined on the active worksheet bettors 
you use Has a sort key. He the name refers to a range ol cells, Microsolt Excel 
uses the upper-lelt cell in the named range as the sort key. For example. if the 
name Inventory refers to BS:F70, cell BS would be used as the sort key. 


Sorting Numbers II the range you are sorting contains numbers, make sure that 
you have entered the numbers as either all numeric values or as all text values. 
Otherwise. Microsoft Excel sorts the numbers entered as numeric values before 
sorting the numbers entered as text values. You can quickly check to see if 
Microsoft Excel is treating a cell as a number or text by looking at how the 
number is displayed in the cell. Unless you have used the Format Number com- 


mand to change the cell display. cells use the default General format (numbers 
are right-aligned and text ts lett-aligned). 


To enter a number as text, such as a postal code or part number, enter the text as 
a formula and type the numbers within double quotation marks. For example if 


. P s aml Oe " , . . - : 
you LyPe ="98052", Microsoft Excel interprets the postal code as text, not as a 
number. | 


es 
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Formatting a Worksheet 


Microsolt Excel provides a vanety of ways to control the appear- 
ance of your worksheet Phis chapter shows you how to change 
the format of characters. assten and create number formats, align 
worksheet data, merease Or decrease column widths and row 
heights, add borders and shading. format with cell styles, and 
change the display of your worksheet on your screen. 


NOTE Unless otherwise noted, all information and procedures for 
working with worksheets also apply to macro sheets 


Table of Contents 
Formatting Worksheet Data ... 175 


Aligning Worksheet Data ... 186 

Changing Column Widths and Row Heights ... 191 
Formatting with Borders and Shading ... 196 
Formatting with Cell Styles ... 198 

Changing How Your Worksheet Is Displayed ... 206 
Printing Your Worksheet ... 213 


Formatting Worksheet Data 


With Microsolt Excel, you can change the appearance of data in your worksheet 
by changing the font, size, style, and color of data ina cell, in text boxes, and im 
buttons 

You can format numbers to designate dollar amounts, percentages, decim ils. or 
scientific notation. You can also format dates and times. Microsoft E xcel hits 
several built-in formats you can use, oF you can create your own formats for 
whatever your specific needs are. 

You can also format blank areas of the worksheet, When you later enter data into 
these formatted cells, Microsott Excel automatically formats the data. 


For information on See 
Entering Information “Entering Worksheet Data” in Chapter 3 
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Online Help 
p also provides information on formatting workshee : | 
online Help. choose the Window Help 1 | Megs boris 
elp command, Hf you are 
software version 7 : + ne agg 5/8 
pa te e 10 and the Help command does not appear on the Window 
° Spia : 
ses ey \ sd by pointing to the Help menu icon and choosing the 
\ “xCR > . ‘ . ? , 
elp command. For information on a specific command, select 
‘ . a 


the Commands to 

i pic. kor information on us 
. Ing ‘He e"U P, 
eas} g online Help, see Using Help? in 


NOTE The 
peeidhins ais oa val style, and color of worksheet data you enter into cells is 
Style pean sPaigbim ni ae change the Normal style with the Format 
No : ion a out defining cell styles, 
rmal cell style, see “Formatting with Cell Styles,” later in this a. i 


sua Changing the font, size, style, and color of cell entries 


‘ / . , c 
. cy 


upply lo the entire conte ( 
Wc nts ol th xl, *|I: Vo ** r 
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Choose Format Font. 


If you want 
é ) . . . ’ X "| 
pe na { an the font to the same font specified in the Normal style, turn 
INO ‘ nt & ‘ in 
mal Font check box and choose OK to complete this procedure 


4 Inthe F 
c q) . 7 a » 
- nt box, select the font you want. Under Sample, Microsoft Excel 
ows you What the new formatting will look like He 


If the font yo 
u want is not listed, type . . 
, : ¢ the fo ‘ , : = 
bie, YJ font name in the box below the Font 


5 cnet : 
In the Size box, select the font size you want 


| l C ; t . « 


7 Inthe Color box, select a color 


To set the color 
c ) . . 
color to the system font color, select the Automatic option 
‘ 


8 Choose OK. 
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as bold and italic 


as bold or italic by using the bold button 


ram Quickly formatting cells 
You can quic kly format cell entries 
(|B) jor italic button | (7) inthe tool bar 


1 Select the cell. range, or entire worksheet you want to format 


2 To tormal the cells in bold. click the bold button. 


To format the cells in italic, chick the Hale button. 
To format the cells 9 bold and italic, click both the bold button and the italic bs bai i 
button, in any sequence, ares - = 
' eh: 
nua Formatting text in text boxes or buttons kor Se 
You can also change the font. size, style, and color of text ina text box or button. O84 § 


basically the same as formating a cell f = 
t characters separately ina text box and button rather 
for the entire entry. You can change the format as you 

tcharacters and format them alter entering the text. 


Formatting text in buttons oF text boxes Is 
entry, except you can forma 
than using only one format 
are typing. or you can selec 


© 4 Click the text box or button. 


1 to the text box oF button, hold down IMMAND and 


If a macro ts assignes 
click the text box or button. 


You can format several text boxes and buttons at the same me by using the 


selection tool in the tool bar to select all the boxes or buttons you want to 


format. 


2 To format all of the text, go o step 3. 


To format only some of the characters, select the characters you want lo 


format. 


4 different format, position the insertion point here you 


To type characters 10 
and click. Any characters you type following the 


want to change formatting 


insertion point will use the format you choose. 


3 Choose Format Font. 
bold or italic, you can click the bold 


Hh you want to change whether the text is 
wosing the Format Font command, 


or italic buttons 1 the tool bar instead of cl 
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, oan whats 
Ihe following t ible Shows Fou di-an number formals with example ~ again 3 
: : vw POO E * > “+ ou nepuluve Nu CT. ‘ 
4 Inthe Font box, select the font you want. Under Sample, Microsoft Excel 4 displayed when the cell contains 4 positive number. dl pene 
: ot ie ; “ee se purules 
shows you what the new formatting will look like. i fraction. The secions of a number format are separator’ W 
If the font you want is not listed, type the font name in the box below the Font q Number Typed 
box 5 -5 3 
5 Inthe Size box, select the font size you want Format 5 05 
‘teas | ; 5 ease chee Sine General i ES 
Ifthe font size you want is not listed, type the size in the box below the Size 5 -5 
box. 0 500 5 00 0 50 
6 Under Style. turn on or turn off the check boxes to set the styles as you want 0.00 5 5 1 
them. # ##0 500 -5.00 0.50 
‘ 7 In the Color box, select a color #.##0.00 $5 ($5) $1 
— . ‘ ' # ##0 
To set the color to the system font color, select the Automatic option. sie gle ! 0) $5 ($5) o" 
‘ % | | ##O ).[RED](S#.4# 
8 To open the Format Text dialog box so you can format the alignment and $f. i » ##0.00) $5.00 ($5.00) $0.50 
orientation of the text, choose the Text button; then select the options you $#,##0 00 ).($ 0 $5.00 ($5.00) ° $0 50 
a" # ##0.00) 
want. g#.##0.00_):[RED](S#.# o/ 50% 
500% er 
To open the Format Patterns dialog box so you can format the border and fill, 0% 500.00% _500.00% 50.00% 
=e ° : ‘ G . 
choose the Patterns button: then select the options you want. This button ts 0.00% 5 00E+00 5 OOE-01 
a + 
available only if you selected a text box in step Tt. 0 00E+00 5 00E+00 : bs 
9 To apply all your changes and close the dialog box, choose OK. # 2/7 5 1/2 
| # 22/2? 9 
Formatting with Number Formats : 
‘ Displayed in red 
When you create a new worksheet, all cells use the General number format, tor positive numbers, SO that all 
General is the default format. When you type numbers in cells formatted as NOTE The dollar formats produce a trailing ane “ positive OF negative values 
General. Microsoft Excel assigns the number a built-in format based on what you amounts align on the decimal point regar 
typed. For more information on entering numbers, the General format, and how 


' sxamples 
1 ay os “ ue - formats and shows exal 
Microsoft Excel interprets what you type, see “Entering Worksheet Data” in The following table lists the built-in date and time tor 
. i . C . 
apter 3. eS 
Chapter . of each format. 
When you want to specify a different format for numbers, dates, or times, use the 


Format Number command, You can use one of the built-in formats, or you can 


Display 
Format 3/4/91 
create your own custom formats. When you choose Format Number, Microsolt mid/yy 4-Mar-91 
Excel displays a dialog box with a list of the available number, date, and time d-mmm-yy 
formats. This list includes the built-in formats and any custom formats you have 4-Mar 
created. Except for General format, the choices in the list are combinations of oar Mar-91 
symbols that represent what each format looks like. For more information on mmm-yy 8:50 PM 
the built-in number, date. and time formats, see “Entering Worksheet Data” in h-mm AM/PM 35 PM 
Chapter 3. For a description of cach of the symbols used in the Microsoft Excel h:mm:ss AM/PM 8:50 
number formats, see “More About Formatting Worksheet Data,” later in this | 20:50 
sechion. non 20:50:35 
eal te 3/4/91 20:50 
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You also use the Format Number command to assign any custom formats you 
have created. When you choose Format Number, custom formats are listed 
following the built-in number, date, and time formats. 


sun Assigning a number, date, or time format 


1 Select the cells you want to format. 
2 Choose Format Number. 
3° In the Format Number box, select a number format. 


If there is a number, date, or time in the active cell when you select a format, 


Microsoft Excel shows you under Sample how the number, date, or time will 
look with the selected format. 


To select a custom format, scroll to the end of the list of built-in formats. 
4 Choose OK. 


Creating Custom Number, Date, and Time Formats 


You can create your own number, date, and time formats in addition to the built- 
in formats. For example, if you want to enter social security numbers or telephone 
numbers, you can reduce data entry time by creating a custom number format 
that includes the hyphens. You can then enter just the numbers in the cells, and 
Microsoft Excel displays the numbers with the hyphens. For a list of the symbols 
used in Microsoft Excel number formats, and guidelines for using the symbols to 
create custom number formats, see “More About Formatting Worksheet Data,” 
later in this section. 


You can create a custom number, date, or time format in two ways: 


s kdit a built-in format in the Format Number dialog box =You can 
quickly create a custom format similar to one that already exists by editing a 
built-in format in the Format box. When you choose OK, Microsoft Excel 
creates the new format while retaining the built-in format you edited. 

= Type your own format in the Format Number dialog box — Using the 
number, date, or time format symbols, type the format you want in the Format 
box. 


The following table shows some examples of number formats you can create: 


With this format This number is displayed this way 
# .## 1234.568 1234.57 
0.1 1 
#.0# 1234.568 1234.57 
12 12.0 
# ##0"CR";#,##0"DR";0 1234.568 1,235CR 
—12.34 12DR 
0 0 





NOTE _ If you want, you can set your own CO 
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the second section if the number is neg 


zero. If a format has three sections and the last section is a text format, Microsoft 
Excel applies the format of the first section if the number is positive or a zero, the 


second section if the number is negative, or the third section if the cell contains 
text. 


ative, or the third section if the number ts a 


To set the color fora section of the format, just type the name of the color in 


square brackets in the section, For example, to create a number format that will 


display negative numbers in red, type $* #.##0.00;| RED ]$* —#,70.00 


You can prevent any of the number types (positive, negative, zero) from being 
displayed by not entering placeholders for the corresponding section. For 
example, the number format #.##;— #.##:;@ will prevent zeros from being dis- 
played because the third section is blank. 


You can also create your own date and time formats for specialized uses in 
Microsoft Excel documents. Using a custom format can also simplify data entry. 
For example, you can format a range with a complex custom date or time formal, 
and then type the data using a simpler format. Microsoft Excel displays the data 
in your custom format. 
Here are some examples of date and time formats you can create: 


if a cell has this format And you enter Microsoft Excel displays 


m-d-yy 2/10/91 2-10-91 
mm dd yy 2/10/91 02 10 91 
mmm d, yy 2/10/91 Feb 10, 91 
mmmm d, yyyy 2/10/91 February 10, 1991 
dmmmm yyyy 2/10/91 10 February 1991 
hh"h" mm"m" 4:48 PM 16h 48m 
h.mm AM/PM 16:48 4.48 PM 
hhmm “hours” 2:00 0200 hours 


sun Creating a custom number, date, or time format 
1 Select the cells you want to format. 

2 Choose Format Number. 

3 To edit a built-in format, select the format from the Format Number box. 

4 Inthe Format box, edit the built-in format or type a new format. 

Refer to the guidelines and table of the format symbols and their meanings in 
“More About Formatting Worksheet Data,” later in this section, 

5 Choose OK. 

Microsoft Excel applies the new format to the selection and adds the new format 
to the end of the list so you can use it again. If you chose to edit a built-in format, 


the original built-in format remains and the new format you created from it is 
added to the end of the list. 






MORE ABOUT 
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: -in form 
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3 Choose the Delete button. 


if you want. 


4 Choose OK. 
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Format 
symbol 


. (period) 


% 


, (comma) 


E— E+ e— e+ 


$-—+/(): 
space 


_ (underline) 


"text 
@ 


mmmmmm 
mmmm 


Meaning 


Decimal point. This symbol determines how many digits (0's or #'s) 
Microsoft Excel displays to the right and left of the decimal point. If 
the format contains only #'s to the left of this symbol, Microsoft 
Excel begins numbers less than 1 with a decimal point. To avoid 
this, you should use 0 as the first digit placeholder to the left of the 
decimal point instead of #. 


Percentage. Microsoft Excel multiplies by 100 and adds the % 
character. 


Thousands separator. Microsoft Excel separates thousands by 
commas if the format contains a comma surrounded by #'s or 0's. A 
comma following a placeholder scales the number by a thousand. 
For example, the format #, would scale the number by a thousand 
and the format #,, would scale the number by a million. The format 
0.0,, would display the number 12,200,000 as 12.2. 


Scientific format. If a format contains a 0 or # to the right of an E-, 
E+, e—-, or e+, Microsoft Excel displays the number in scientific 
format and inserts an E or e. The number of 0's or #'s to the right 
determines the exponent’s number of digits. E— or e— places a 
minus sign by negative exponents. E+ or e+ places a minus sign by 
negative exponents and a plus sign by positive exponents. 


Display that character. To display a character other than one of 
these, precede the character with a backslash (\) or enclose the 
character in double quotation marks (""). You can also use the 

slash (/) character for fraction formats. 


Display the next character in the format. Microsoft Excel does not 
display the backslash. This is the same as enclosing the next 
character in double quotation marks. If you enter any of the 
following symbols, Microsoft Excel provides the backslash for you: 
!* & * (left single quotation mark) ° (right single quotation mark) ~ (} 
=<> 

Repeat the next character in the format enough times to fill the 


column width. You cannot have more than one asterisk in one 
section of a format. 


Skip the width of the next character. For example, in a format 
section for positive numbers, you could type _ ) at the end of the 
format section to have Microsoft Excel skip the width of the 
parenthesis characters, so positive numbers align with negative 
numbers that contain parentheses. 


Display whatever text is inside the double quotation marks. 


Text placeholder. If there is text entered in the cell, the text from the 
cell is placed in the format where the @ character appears. 


Display the month as a number without leading zeros (1-12), as a 
number with leading zeros (01-12), as an abbreviation (Jan—Dec), 
or as a full name (January—December). If you use m or mm 
immediately after the h or hh symbol, Microsoft Excel displays the 
minute rather than the month. 


MORE ABOUT 


Format 
symbol 

d dd ddd 
dddd 


yy yyyy 


hhh 


mmm 


Ss SS 


AM/PM 
am/pm A/P 
a/p 


[BLACK] 
[BLUE] 
[CYAN] 
[GREEN] 
[MAGENTA] 
[RED] 
[WHITE] 
[YELLOW] 
[COLOR n| 


[condition 
value] 
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Meaning 


Display the day as a number without leading zeros (1-31), as a 
number with leading zeros (01-31), as an abbreviation (Sun—Sat), 
or as a full name (Sunday-—Saturday). | 


Display the year as a two-digit number (00-99), or as a four-digit 
number (1900-2078). 


Display the hour as a number without leading zeros (0-23), orasa :' 
number with leading zeros (00-23). If the format contains any of the f 
12-hour-clock designators (AM, am, A, a, PM, pm, P, or p), the hour | | 
is based on the 12-hour clock. Otherwise, the hour is based onthe =} ate 
24-hour clock. ba £ 
Display the minute as a number without leading zeros (0-59), or as | ies th 
a number with leading zeros (00-59). The m or mm must appear bat: 
immediately after the h or hh symbol, or Microsoft Excel displays BB Ys, 
the month rather than the minute. 


Display the second as a number without leading zeros (0-59), or as 
a number with leading zeros (00-59). 


Display the hour using a 12-hour clock. Microsoft Excel displays 
AM. am. A, or a for times from midnight until noon, and PM, pm, P, 
or p for times from noon until midnight. 


Displays the characters in the cell in black. 
Displays the characters in the cell in blue. 
Displays the characters in the cell in cyan. 
Displays the characters in the cell in green. 
Displays the characters in the cell in magenta. 
Displays the characters in the cell in red. 
Displays the characters in the cell in white. 
Displays the characters in the cell in yellow. 


Where nis a number from 1 to 16 and displays the corresponding 
color in the color palette. For more information on the color palette, 
see “Creating a Custom Color Palette” in Chapter 16. 


Where condition may be <, >, =, >=, <=, <>, and value may be 

any number. You can create your own conditional statements 

in the number formats. When you define a format, Microsoft Excel 
assumes the first section is for positive numbers (>0), the Sec- 

ond section is for negative numbers (<0), and the third section 

is for all other entries. the [condition value] symbol lets you 
designate a different condition for number formats so you can set 
your own criteria for each section. For example, in the format 
[>1000] [BLUE]#,##0; {<—1000] [RED] #,##0; [GREEN] #,##0, 

the first section is the number format for entries greater than a 
thousand, the second section is for entries less than -1000, and the 
third section is for all other entries not covered by the first and 
second sections. If you have a format with only two sections anda 
conditional value only in the first section, the second section formats 
all entries not formatted by the first section. 





| 
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Formatting Data in More Than One Worksheet at the Same Time 
working with similar worksheets, you can save time by selecting these work- 
sheets as a workgroup. The changes you make in the active worksheet are 


automatically duplicated in the same location in all the sheets in the workgroup. 
For information on defining a workgroup and a list of Microsoft Excel commands 
that can be used with a workgroup, see “Editing Worksheets as a Group™ in 


Chapter &. 


Aligning Worksheet Data 


You can format cell entries and text box and button text so the data ts aligned to 
the left, center, or right. The standard alignment setting ts the General alignment 
option, controlled by the Format Alignment command. With General alignment, 
lext is automatically aligned to the left in a cell, numbers to the right, and logical 
and error values in the center. You can also repeat characters across an entire cell 





When you re 


or range, wrap long entries in a single cell, split long entries into several cells, 


and align text box or button text. 


For information on See 
Aligning headers and footers 


Online Help also provides information on aligning worksheet data. To display 


“Setting Up Your Pages" in Chapter 15 


online Help, choose the Window Help command. If you are using system 


software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu tcon and choosing the 
Microsolt Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 


Chapter |. 


Aligning Worksheet Data Within Cells 


When you choose the Format Alignment command, Microsolt Excel displays the 


following options: 


se (General 
and error values. 


e Left Aligns all selected cell entries to the left. 

es Center Centers all selected cell entries. 

e Right = Aligns all selected cell entries to the right. 
es Fill 


well. 


Aligns text to the left and numbers to the right, and centers logical 


Repeats the contents of the selected cells until the cells are full. If there 
are blank cells to the right that also have the Fill format, they are filled as 


a Wrap Text 
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Create row of asterisks by selecting range. typing one 


asterisk, and formatting range with the Fill option 


nun Aligning text and numbers 

1 Select the cells you want to format 

2 Choose Format Alignment, 

3 Select the options for the alignment you want. 


4 Choose OK. 
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sas Aligning text and numbers from the tool bar 


You can quickly change the alignment of text in cells, text boxes, or buttons by 
using the alignment buttons in the tool bar. The following illustration shows the 
alignment buttons in the tool bar: 


Left aignment 


(tern ID) (+ T+ tales) (=) (817) (lee) L) Slo lope) 





Center \ \ Aight alignment 


1 Select the cell, range, text boxes, buttons, or entire worksheet you want to 
format. 


To select a button or text box that has a macro assigned to it, hold down 
COMMAND and click the button or text box. 


You can format several text boxes and buttons at the same time by using the 
selection tool in the tool bar to select all the boxes or buttons you want to 
format. 


2 In the tool bar, click the alignment button for the alignment you want. 


Justifying Text 


You can use the Format Justify command to split a long cell entry into several 
cells, or to combine text from several cells so you can rearrange the text to evenly 
fill a range of cells. 


You can use the Format Justify command only for ranges that contain text or 
blank cells. If you select a range that contains numeric values, Microsoft Excel 
displays a message indicating that nontext cells are in the range. 


When you justify text, you rearrange the text so it fits into a specified area. You 
do this to make the text easier to read, or more attractive, for example, in a report. 
Normally text you type in a cell is carried over into adjacent cells if the text is 
longer than the cell width and the adjacent cells are blank. Even though it may 
cover more than one cell, the text “belongs” only to the cell in which it was 
typed. You can use the Format Justify command to rearrange the long text entry 
within a selected range. Also, if you've entered text in several consecutive rows, 
you can use the Format Justify command to rearrange the text into a selected 
range. 


NOTE 
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The following illustration shows how to justly along paragraph, which ts 
entered im one column, into four columns on a worksheet: 


Onginal. uryustiied text 1s entered as separate entnes in column 
A To ustily the text in a four-column range. select the cells 
containing the text and cells in the three additional columns 


+ ie shows | 

BEM deity stock |, 

4 QSL 
BB For a comparison of Dow Jones _ 
BW Industriels Averages and the 


Tor an TS eS 





The Format Justify command evenly aligns the 
fext within the range selected. 


Blank cells in the left column act as paragraph separators. A blank cell or cells 
divide the range into separate sections that are cach justified individually. bor | 
example, if the selected cell range is five rows high, and the third cell in the lelt 
column is blank, then the top two rows of the selection are justified together and 
the bottom two rows of the selection are justified together. 


Before you justify a paragraph, you may want to adjust column widths in the range 
atfected. With the keyboard, select one cell in each column you want to adjust and 
use the Format Column Width command. Or, with the mouse, drag the vertical 
gridline to the right of the column heading in each column you want to adjust. For 
more information, see the next section, “ Changing Column Widths and Row 
Heights.” 
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lf the range you have selected is not large enough to accommodate the text, 
Microsoft Excel asks you if it can go beyond the current length of the selection. 

lf you choose OK, and there is data in the cells that will be overlapped by the 
justification, the contents of those cells is replaced by the justified text; if you don't 
want the justified text to go beyond the current selection, cancel the command and 
change column widths or the size of the selection you want to justify. 


mua Justifying text 
To do this procedure, you must be using full menus. 


1 Select the cells containing the text you want to justify, and include the entire 
range in which you want the justified text to appear. 


2 Choose Format Justify. 


Aligning Text Box and Button Text 


You can change the horizontal and vertical alignment of text in a text box or 
button and you can also rotate the text to a vertical orientation. You can also 


choose whether the text box automatically changes size to fit the text or stays the 
same until you change il. 


sus Formatting the alignment of text box and button text 
1) Click the text box or button. 


If the text box or button has a macro assigned to it, hold down COMMAND and 
Click the text box or button, 


You can format several text boxes and buttons at the same time by using the 


selection tool in the tool bar to select all the boxes or buttons you want to 
format. 


Choose the Format Text command. 
Under Horizontal, select the horizontal alignment you want. 
Under Vertical, select the vertical alignment you want. 


Under Orientation, select the text orientation you want. 


on & W NP 


If you want the text box or button size to adjust automatically to fit the text, 
turn on the Automatic Size check box. 


If you want the size to remain fixed until you change it, turn off the Automatic 
Size check box. Once you size the text box or button yourself, the Automatic 
Size check box is turned off. 

7 Choose OK. 


While the dialog box is displayed, you can also choose the Font button to open 
the Format Font dialog box so you change the font, size, style, and color of the 
text in a text box or button. If a text box is selected, you can also choose the 
Patterns button to open the Format Patterns dialog box so you can format the 
border and fill. For more information, see “Formatting Worksheet Data.” 
preceding tn this chapter, and “Formatting a Graphic Object” in Chapter 14. 
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More About Aligning Worksheet Data 


Sees Guidelines | 
Adjusting Row Heights When Wrapping Text When you select the W rap a i 
option in the Format Alignment dialog box, the row height expands as needed. 


i 1 Exce ays as mi ines of text 
a row height is set to a fixed value. Microsoft Excel displays as many line 


as will fit within that row height. 


MORE ABOUT 


| ‘ow he acc ate font 
Microsoft Excel does not automatically adjust row height lo accommod ile neo 
. . ain wrapped text. To adjust row height after chang- 


ive changes in cells that cont | et 
sng Toe double-click the line below the row heading. 


ing font size in wrapped text, 


The Difference Between the Wrap Text Option and the ie at hee 
Te > F at Alignment dialog bo! d . 

Use the Wrap Text option in the Forma ee ‘gil 

ii entry ne cell and you want to wrap the text within a cell and adjust the row 





ss} enone consecutive rows and yot 

several entries in consecull } : panheste 
range, or if you have a long cell entry and you want to split it into a sele 

‘4 , 


range. 


Changing Column Widths and Row Heights 


: eee ¢ width 
You can format your worksheet by increasing or decreasing natopsermal 
oe > : c 
and row height of selected columns and rows. You can even hic ee eo 
} - > - > ;° 8) 4 
rows and columns or have Microsoft Excel adjust the column width t 


longest cell entry ina column. 


See 
For information on 
Semaine the display of your “Changing How Your Worksheet ls Displayed” later 


worksheets on screen in this chapter 


— i idths and row 
Online Help also provides information on changing column widths : eta 
heights. To display online Help, choose the Window Help Fa Pea nee 
a pie : » Help c and does not appea 
no syste are version 7.0 and the Help commanc 
using system soltware versi¢ nee Ce a -hoosing the 
in menu, display Help by pointing to the Help menu icon and ~~ wae 
: ; : ati ‘ -cific Command, selec 
; + Excel Help c and. For information on a specific c¢ 
Microsoft Excel Help command. F< Ot laian Ka? te 
the Commands topic. For information on using online Help, see “Using Help 


Chapter |. 


Changing the Width of a Column 


with the Format Column Width 


-an set the width of selected columns | . . 
phere ht of the column heading with the 


command, or by dragging the line to the rig 
mouse. | 

i th 
You can hide a column by choosing the Hide button in the Format os a 
dialog box. If a column is hidden, you can make tt visible again by choosing 
Unhide button. 
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By choosing the Best Fit button in the Format Column Width dhalog box, you can 


have Microsoft Excel calculate the column width necessary to accommodate the 
longest cell entry in the selected column. 


When you have Microsoft Excel set the optimal column width with the Best Fit 
button, Microsoft Excel calculates the column width based on screen fonts rather 
than printer fonts. To correctly fit a column for printing, you must adjust the column 


widths in Print Preview. For more information about print preview see, “Previewing 
Your Pages” in Chapter 15. 


lf you have chosen the Best Fit button for a column and then you increase a cell 


entry in that column to be longer than the new optimal column width, you must 


choose Format Column and choose the Best Fit button again to recalculate the 
optimal column width. 


aun Adjusting column width 


The Format Column Width command changes the width of all columns in the 
selection, including hidden columns. 


1 


If you want to change the width of more than one column, select entire 
columns by dragging through the column headings. 


You can add columns to the selection by holding down COMMAND and 
clicking the column heading. 


2 Drag the line to the right of the column heading for the column you want to 


change. The column width increases if you drag the line towards the right and 
decreases if you drag the line towards the left. 


To quickly adjust the column width to the best fit for the longest cell entry in 
the column, double-click the line to the right of the column heading. 


I! more than one column is selected, dragging or double-clicking the column 


heading line for one column changes the column width of all the selected 
columns. 


1 Select the column or columns you want to change. 


You don’t need to select the entire column. If any cell in a column is selected 
the new column width applies to all cells in that column. 


2 Choose Format Column Width. 
3 


Enter the new column width you want. 


To adjust the column to the optimal size for the longest cell entry in the 
selection, choose the Best Fit button. 


Column width can be up to 255 characters wide. You can accept the proposed 
response or type a different width. You can define column widths in decimal 
fractions. If the Standard Width check box is turned on, it changes the size of 


“* ~ 
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4 Choose OK 


oil Hiding a column > columns you want lo 
1 If you want to hide more than one column, select the columns ) 
hide by dragging through the column headings. Mere 
You can add columns to the selection by holding down 
clicking the column heading. | es 
2 Position the mouse pointer on the line to the right of the heacing 


> thi -olumn, position 
jlumin you want to hide. If you are hiding more than one : 27 so 
hi i sad any selec 
th ‘poled on the line to the right of the heading of any se 
ve 





3 Drag into the next column heading to the left. 


2 Choose Format Column Width. 


Choose the Hide button. 


mut Making a hidden column visible | eee 

1 Position the mouse pointer to the right of the hidden column : 
heading. 

2 Drag to the right. 


“the hidden column. 
1 Select the visible columns on both sides of the hidden colt 
2 Choose Format Column Width. 


3 Choose the Unhide button. 


Changing the Height of a Row 


; / Height command, 
Y rset the height of selected rows with the Format Row Heig 
ou can se : elias oo ey 
or by dragging the line below the row heading with the m — 
> Format Row Heig 
, rc the Hide button in the ' 
7 id >a row by choosing : Tei ‘housing the 
a ; i : i 4 row is hidden, you can make 1 visible again by che B 
ialog box. 
Unhide button. | ‘ . Heian dude 
f the Standard Height check box is turned on in the — apogee! aes, 
; ) " waeiosall Excel changes the row height to accommo e wa 0 mini 
’ = . ~her S ~ 
et row of the selection. The Standard Height check bon i Same 
eracneniaauik font size changes in cells that peprciep Lay nae aati 
ok *kly adjust the row height after changing font size co oe sccther gueviatel 
bet _ row heading. For more information on wrapped text, : 
Clow C ‘ : ae 
section, “Aligning Worksheet Data. 
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un Adjusting the row height 


1 It you w ‘hange | 
| y u want to change the height of more than one row, select entire rows by 
dragging through the row headings. Ad 
You can add row 
ani ws to the selection by holdi ; 
ding down C¢ lic 
ceca a Z YMMAND and clicking 
2 


Drag the | ; z ing f 

: ae the line below the row heading for the row you want to change. The row 
» , > ‘ ° . : 7 
eight increases if you drag down and decreases if you drag up 


To quickly j | 
juickly adjust the row height to accommodate the largest font in the row 


‘ e . 


If more thi is selec 
thse e than one row is selected, dragging or double-clicking the row heading 
e for one row changes the row height of all the selected rows : 


y< le Ww rT rOW ‘ou Wi : i . p . 


row. If any cell in a row | 
an) / is selected, the new row he! aes . 
ee row height applies to all cells in 


2 Choose Format Row Height, 


4 


I:nter the new row height you want. 


Choose OK. 


ais Hiding a row 


1 


If you wi ide : 
| you want to hide more than one row, select the rows you want to hide b 
dragging through the row headings. : 


| | li in do ’ i ‘lic 


Drag into the row heading above. 






MORE ABOUT 


Changing Column Widths and Row Heights 
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© 1 Select the row or rows you want to hide 
You don’t need to select the entire FOw, It any cell ina row bs selected, that 
row will be hidden. 


2 Choose Format Row Herght 


3 Choose the Hide button. 


nut Making a hidden row visible 


© 1 Position the mouse pointer below the hidden row’s row heading. 


2 Drag down. 


o 1 Select the visible rows on both sides of the hidden row. 
2 Choose Format Row Height. 


3 Choose the Unhide button. 


More About Changing Column Widths and Row Heights 


Three nee «= Guidelines 


Standard Column Width = ‘The standard column width in a new worksheet ts 10 
characters wide. When displaying formulas, Microsoft Excel doubles the dis- 
played width of the columns. The doubled column width is also the standard 


display in a macro sheet. 


Maximum Column Width = =You can make a column as wide as the worksheet 
window (up to 255 characters) OF as narrow as a fraction of one character. When 
you change a column width, the stored contents of the cells do not change; only 
the number of characters displayed changes. 


Column Width and Font Size Microsoft Excel sets column width based on the 
width of characters in the font defined for the Normal style. The number of 


characters actually displayed in a cell may vary depending on the font (for 
example, Helv or TmsRimn), font size, and font style (for example, bold or italic). 
For more information on using fonts, see “Formatting Worksheet Data,” earlier 
in this chapter. 


RA As Troubleshooting 


If Microsoft Excel Displays #eeeee# ina Cell if you enter numbers that do not fit 
within the display boundary of a column width, Microsoft Excel stores the data 
but displays number signs (#4###) in the cell. To fully display the numbers, in- 
crease the column width. 
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Formatting with Borders and Shading 


Borders and shading are useful for highlighting key information and making a 
worksheet easier to read. With Microsoft Excel you can easily box off or ia 
cells or cell ranges on a worksheet. In addition, you can draw any coomiicalion of 
horizontal and vertical lines on the left, right, top, or bottom of a cell You can 
create double underlines and column lines for ledgers, You can also apply borders 


mi shading to blank cells to improve the appearance of a report or data entry 
orm, 


The Format Border command controls border formats, and the Format Patterns 
command controls shading formats. The following illustration shows how you 
can use Format Border settings to enhance a worksheet: 


Outline option boxes 
off cell or range. Shade option 
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The double-line style Top. Bottom, Left, and Right options 
draw horizontal and vertical lines. 


The Format Border command adds border lines to the selected cells. When you 


choose the Format Border command, Microsoft Excel displays the following 
options: 


= Qutline Puts a border around the outermost edges of the entire selection. 
= Left Puts a border on the left edge of every cell in the selection. 

s Right Puts a border on the right edge of every cell in the selection. 

= Top Puts a border on the top edge of every cell in the selection. 


= Bottom Puts a border on the bottom edge of every cell in the selection. 


A a : . 
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a Style Sets the sty les of the border line. These styles include: hairline, thin, 


medium, thick, double, dotted, dashed, and no lines. 
s Color — Sets the border line color. 
s Shade Applies the standard shading to the selection, 


When you choose the Lett, Right, Top, Bottom, of Outline options, a sample ol 
the line style and color appears next to the option. 


Adjouuny cells share borders. For example, putting a bottom border on one cell 
produces the same effect as putting a lop border on the cell below i. 


Borders are different from eridlines. By hiding the gridlines on a worksheet, you 
can make formats such as borders, double underlining, and shading stand out. To 
hide gridlines when you display a worksheet, choose Options Display and turn 
off the Gridlines check box. To hide gridlines when you print a worksheet, 
choose File Page Setup and turn off the Gridlines check box. For more informa- 
tion about gridlines on your display, see “Changing How Your Worksheet Is 
Displayed,” later in this chapter. For more information about printing gridlines, 
see “Setting Up Your Pages” in Chapter 15. 





For information on See 
Formatting the display of your “Changing How Your Worksheet !s Displayed” later 
worksheets on screen in this chapter 


Online Help also provides information on formatting with borders and shading. 
To display online Help, choose the Window Help command. If you are using 
system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


sunt Adding borders or shading 


When adding borders, you first select the line style and color and then select 
where you want the borders to appear. Each border—left, mght, top, or bottom— 
can have its own line style and color. 


1 Select the cell or cells you want lo format. 
Choose Format Border. 


2 

3 Under Style, select the line style you want. 
4 Inthe Color box, select the color you want. 
5 


Under Border, select where you want the borders to appear on the selected 
cells. To set additional borders using different line styles or colors, you can 
select any option under Border and repeat steps 3 and 4. To put a border 
around the outermost edges of the selected cells, select the Outline option. 


If you want the selected cells to be shaded, turn on the Shade check box. 


7 Choose OK. 
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sans Adding shading 


The Format Patterns command gives you options for changing the shading of the 


selected cells. You can select your own background and foreground colors and 
cell pattern. 


To do this procedure, you must be using full menus. 
1 Select the cell or cells you want to format. 


2 Choose Format Patterns. 


3 In the Pattern, Foreground, and Background boxes, select the shading pattern 
and foreground and background colors you want. If you select the Automatic 
option, Microsoft Excel uses the standard window foreground and background 
colors and cell pattern. 


Under Sample, Microsoft Excel shows what the new formatting will look like. 


If you want no pattern, select the None option in the Pattern box. 
4 Choose OK. 


More About Formatting with Borders and Shading 
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Troubleshooting 


Border Style Conflicts \f two cells share a border but each cell assigns a 
different style to that border, only one border style appears. 


Formatting with Cell Styles 


With Microsoft Excel, you can specify a combination of formats for a cell and 
apply this combination of formats all at once. This combination of formats ts 
called a style. With styles, you only need to choose the formats you want for a 
cell once, give this combination of formats a name to identify it, and then apply 
the style name whenever you want that combination of formats in a cell. This lets 
you give cells the same formats without having to select the individual formatting 
commands repeatedly. 


If you decide to change a style, you can redefine it by selecting a different com- 
bination of formats. When you change a style, all the cell entries that have the 
style automatically change to reflect the new formats in the style. Once you have 
a style defined, you can use the style in various worksheets by copying it to the 
different documents. 
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You can apply and define styles with the style list in the tool bar or with the 
Format Style command. The sty le list in the tool bar contains only the names of 
the styles in the current worksheet, the Format Style dialog box also supplies a 
description of each style. The following illustration shows the style list in the tool 
bar. 


| 





Current style name 
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| Click and hold down the mouse button to display the style list 


There are six attributes for which you can specify formats and which you can 
apply to a cell. These attributes are: Number, Font, Alignment, Border, Pattern, 
and Protection. Generally, all six are included in a style; however, you can 
include or exclude formats for any ol the six attributes. 





Microsoft Excel comes with several styles already created for you, Initially, all 
cells have the Normal style. You can create your own styles, apply built-in styles 
or the styles you create, and redefine the built-in styles or the styles you create. 


For information on See 

Formatting with fonts “Formatting Worksheet Data” earlier in this chapter 

Formatting numbers, dates, and “Formatting Worksheet Data” earlier in this chapter 

times 

Aligning text and numbers “Aligning Worksheet Data” earlier in this chapter 

Borders, shading, and patterns “Formatting with Borders and Shading’ earlier in 
this chapter 

Setting the protection status of “Protecting Documents and Windows” in Chapter 

worksheet cells 16 


Online Help also provides information on formatting with cell styles. To display 
online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by porting to the Help menu icon and choosing the 
Microsolt Excel Help command. bor information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help’ in 
Chapter |. 


Applying a Style 

With Microsoft Excel, there are two ways to apply a style: with the style list in 
the tool bar and with the Format Style command. The style list in the tool bar 
contains all of the styles available in the current worksheet; it’s a quick and easy 
way to apply a style. When you apply a style with the Format Style command, the 
Format Style dialog box displays a description of the formats that make up the 
style. 


i= 
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When you apply a style to a cell, the formats contained in the style override any 
individual formats previously applied to the cell. For example, if a cell is format- 
ted with right alignment and you apply a style that contains left alignment, the 
cell changes to left alignment. However, if you apply a style first and then add 
formats from the Format menu, the added formats take precedence over the style. 


If an attribute is not defined for a style, that attribute is not overridden in any cell ! 

that the style is applied to. For example, you might want all summary data ina : © 
report bold and left-aligned, but with pattern, number, border, and protection 

formats varying for each field. By applying a style that includes only the font and 

alignment attributes, you can have the fields retain their individual pattern, num- 

ber, border, and protection formats. 

sun Applying a style from the tool bar 


® 1 Select the cells you want to format. 


2 Point to the arrow next to the current sty le name in the tool bar to display the 
style list, and then drag to select the style you want to apply. 


Or, you can click the current style name in the tool bar and then type the name 
of the style you want to apply. 


3 If you typed the style name, press ENTER. 


Microsoft Excel applies the style, and formats the selected cells. 


um Applying a style with the Format Style command ™ 
1 Select the cells you want to format. = 


2 Choose Format Style. 
3 Inthe Style Name box, select or type the name of the style you want to apply. 


If you select the style name, Microsoft Excel displays a description of the 
style. 


4 Choose OK. 


Microsoft Excel applies the style and formats the selected cells. 


Creating a Style 
You can create styles in the following ways: 


a Byexample — If you already used the Format menu commands to apply the 
combination of formats you want to a cell, you can create a style by selecting 
the cell and assigning that group of formats a style name. 


= Bydefinition Youcan specify the combination of formats you want with 
the Format Style command. 


a By copying styles from another document _ If you are using a document 
that has styles, you can copy the styles to any document. 
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When vou create a style, you assign a name to the combination of formats you 
want. This name is used to identity the style. Then, when you want a cell to have 
that combination of formats, you can apply the style name rather than make all 
the individual formatting changes. 


sua Creating a style by example with the tool bar 

1 Select a cell that has the desired combination of formats. 

2 Click the current style name in the tool bar. 

3 Type a name for the style. 

4 Press ENTER. 

nua Creating a style by example with the Format Style command 


1 Select a cell that has the combination of formats you want, 





2 Choose Format Style. 
3. Type a name for the style. 


The name you enter defines the combination of formats in the selected cell as 
a style. You use the name of the style whenever you want to refer to this 
combination of formats. 


4 Choose OK. 


lf you select multiple cells with conflicting formats and choose Format Style, the 
style is based on the formats the selected cells have in common. For example, if 
all the cells you selected have identical number formats, the proposed style would 
include the number attribute, otherwise, the number attribute would be turned off 
and its description would be omitted. 


ima Creating a style by definition 
4 Choose Format Style. 
2 Choose the Define button. 
The Format Style dialog box expands. 
3 Inthe Style Name box, type 4 name for the style. 


Turn off the check boxes for the attributes you do not want to have in the 
style. Turn on the check boxes for the attributes you want the style to have. 


Initially, all attributes are included. If cells in the selection have conflicting 
formats for an attribute, the check box for that attribute ts turned of f. When 
the check box for an attribute ‘s tumed off, the corresponding button for that 
attribute becomes unavailable and the description for this attribute is omitted. 


5 To change the formats for any of the attributes, choose the button that 
corresponds to the attribute you want to change. 


ee 
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Select the formats you want for the attribute 


7 To accept the formats you chose and return to the Format Style dialog box 
choose OK | 


8 tees steps 5 through 7 until you have selected all the formats you want for 
the style. . 


9 To define the style. apply the style to the selected cells, and close the dialog 
box, choose OK. | MOE: 


To define the style and keep the Format Style dialog box open so you can 
create other styles, choose the Add button, When you are finished creating 
styles, choose OK to apply the currently selected style to the selected cells, or 
— the Close button to close the dialog box without applying any of the 
styles. : 


nus Copying styles from another document 


When you copy styles from another document, you must have both the document 
you are copying to and the document you are copying from open in the 
workspace. 


1 Open both the document that contains the styles you want to copy and the 
document you want to copy the styles to. 


Activate the document that you want to copy the sty les to, 
Choose Format Style. 


Choose the Define button 


a & @® 


Choose the Merge button. 


Microsoft Excel displays a list of the documents that are Open in the 
workspice. 


Select the name of the document that contains the styles you want to copy 


7 Choose OK to copy the styles and style names from the document you 
selected to the active document. 


8 Choose the Close button to close the Format Style dialog box. 


if the active document contains any styles that have the same name as Styles 
you are copying, Microsoft Excel warns you and you can choose to change the 
rit mg in the active document, keep the existing styles, or cancel the 
procedure. You receive this warning only once, regardless | 

of the n 
conflicting style names. , = 
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Redefining a Style 

Once you have defined a style and given ia name, you can change the style and 
automatically update an) cells that have the style to reflect the new combination 
of formats. You can also redefine any of the built-in styles. such as the Normal 


style. 


When you redefine a style, all the cells that have the style applied to them change 
to reflect the new definition of the style. However, if you applied any individual 
formatting to a cell that uses the redefined style, the formatting does not change to 
reflect the new style definition. The redefined style must be reapplied to the cell 
For example, suppose you defined a style named CenterBold to contain the for- 
mats Font: Helv 10 Bold, Number: 0%, Alignment: Centered, and you applied this 
style to cell Al Then you applied the number format $0.00 to cell A1. If you 
change the alignment format for the CenterBold style to left-aligned, the number 
format for cell Al remains as $0.00 when the style !s redetined. To change the 
number format to match the redetined style, reapply the style 


ee eee err 





sus Redefining a style by example 

1 Select a cell that has been assigned the style you ™ ant to change. 

2 Format the cell with the new formatting that you want the style to have. 

3 Reapply the style name to the cell using either the style list in the tool bar o1 
the Format Style command. 
Microsoft Excel asks if you ant to redefine the style based on the current 
selection. 

4. To redefine the existing style. choose the Yes button. 


To reapply the old style and eliminate any new formatting you added to the 
cell. choose the No button. 


To keep the old style and the new formating you added to the cell, choose the 


Cancel button. 


suas Redefining a style by definition 

1. Choose Format Style. 

2 Choose the Define button. 
The Format Style dialog box expands. 

3 Inthe Style Name box. select or type the name ol the existing style you want 
to change. 
If you select the style name, rather than type it, the formats of the style are 
displayed as the description and serve as your starting point lor making 
changes to the style. 
If you type the existing style name. the formats of the currently selected cell 
are displayed as the description and serve as your starting, point for the sty le. 


ee 
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4 Turn off the check boxes for any attributes you want removed from the style 
Turn on the check boxes for any attributes you want lo add to the style. 


When you turn off a check box, the corresponding button becomes 
unavailable, and the description for this attribute is removed. 


Choose the button that corresponds to the attribute you want to change. 
Select the new format or formats you want for that attribute. 


To accept the formats and return to the Format Style dialog box, choose OK. 


on on oO 


Repeat steps 5 through 7 until you have selected all the formats you want for 
the style. 

9 To accept the changes, apply the new style to the selected cells, and close the 
dialog box, choose OK. 

To accept the changes and keep the Format Style dialog box open so you can 
create or redefine other styles, choose the Add button. When you are finished 
creating or redefining styles, choose OK to apply the currently selected style 
to the selected cells, or choose the Close button to close the dialog box with- 
out applying any of the styles. 


All cell entries having a style that has been redefined change to reflect the new 
formats in the style. 


um Redefining the Normal style 


When you enter data into a cell, Microsoft Excel formats the data with a stan- 
dard combination of formats called the Normal style. If you want to change the 
standard wary citi ts formatied in acell, redefine the Normal style with the 
Format Style command. 


The Normal style initially consists of the following combination of formats: the 
number format is General, the font is Geneva 10, the alignment format is General, 
there are no borders, there ts no shading, and the protection Is locked. 


Use the following procedure if you want to change any of these default formats. 


1 Choose Format Style. 

2 Choose the Define button. 
The Format Style dialog box expands. 

3 Inthe Style Name box, select or type the style name Normal. 
If you select the style name, the formats of the style are displayed as the 
description and serve as your starting point for making changes to the style. 
If you type the style name, the formats of the currently selected cell are 
displayed as the description and serve as your starting point for the style. 







4 Turn off the check boxes for any attributes you want removed trom the style. 
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‘Turn on the check boaxcs for any attributes you want 0 add to the style. | 


When you tur oll a check box, the corresponding button becomes 
unavailable, and the descripuion for this attribute ts removed. 


Choose the button that corresponds to the attribute you want to change. 
Select a new format or formats you want for that attribute. 


To accept the formats and return to the Format Style dialog box, choose OK. 


anon 


Repeal steps 5 through 7 unul you have selected the combination of formats 
you want in the Normal style. 

9 To accept the changes. apply the new standard style to the selected cells. and 
close the dialog box, choose OK. 





To accept the changes and keep the Format Style dialog box open so you can 
create or redefine other styles, choose the Add button. When you are finished 
creating OF redefining styles. choose OK to apply the currently selected style 

to the selected cells, oF Choose the Close button to close the dialog box with- 

out applying any of the styles. 


All cell entries that have the Normal style assigned to them automatically change 
to reflect the redefined Normal style. Any new entry you make in a cell that has 
the Normat style assigned to it will be formatted with the new Normal style. 


Deleting a Style 


If you have a style on your worksheet that you no longer want lo Use, Sao 
delete the style by deleting the style name, When you delete a style, any cells 
formatiod with that style return to the Normal style. If you added any formats to a 
cell after the style was applied, these formats remain i the cell when you delete 


= 


~ 


the style. 
uu Deleting a style 
4 Choose Format Style. 
2 Inthe Style Name box, select or type the style name you want to delete. 
3 Choose the Define button, 
The Format Style dialog box expands. 
4 Choose the Delete button. 


Microsoft Excel deletes the style name, removes the style from any worksheet 
data. and reverts the worksheet data back to the Normal style. The Format 
Style dialog box remains open so you can delete other styles. 


5 ‘Vo close the dialog box. choose the Close button. 
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Changing How Your Worksheet Is Displayed 


With Microsoft Excel, you can format the display of your worksheet on the 
screen, You can control the display of various items such as gridlines and graphic 
objects. You can also view multiple documents, create multiple windows into the 


same document, and freeze column and row titles on the screen while scrolling to 
other parts of the worksheet. 


For information on See 


Windows “Working with Windows” in Chapter 1 


Online Help also provides information on changing how your worksheet ts 
displayed. To display online Help, choose the Window Help command. If you are 
using system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


Controlling the Display of Items on Your Worksheet 


With the Options Display command, you can control which items are displayed 
on your worksheet, including graphic objects. You can also control the color of 
the gridlines and row and column headings. 


When you choose the Options Display command, Microsoft Excel displays the 
following options: 

= Formulas Displays the contents of cach cell instead of the values produced. 
This option also left-aligns all cell contents and doubles the width of all col- 
umns to accommodate the formulas. 


s Gridlines Displays worksheet gridlines on your screen. If you don’t want 


gridlines in your printed document, use the File Page Setup command to turn 
them off. 


= Row & Column Headings Displays the numbered headings at the left of 

each row and the lettered or numbered headings at the top of each column. If 
you don't want row and column headings in your printed document, use the 
File Page Setup command to turn them off. 


= Zero Values Controls the display of all zero values. If you turn off this 


check box. Microsoft Excel displays all zero values as blank cells. This option 
does not affect cells that have been formatted specifically to show zeros. For 


more information on formatting numbers, see “Formatting Worksheet Data,” 
earlier in this chapter. 
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a Qutline Symbols Displays the outlining symbols if you have created an 


outline on the worksheet. cs 

s Automatic Page Breaks Displays the page breaks that Microsoft - 
sets automatically. If this check box is turned off, automatic page ri : ure 
not displayed. Page breaks that you set with the Options Set Page brea 
command are always displayed. 

=s Show All Displays all graphic objects _buttons, text boxes, drawn objects, 
embedded charts, and pictures. 

a Show Placeholders Displays pictures and embedded charts as _ ‘om 
tangles for faster scrolling of worksheet. Buttons, text boxes, and all other 
graphic objects are displayed normally. 

s Hide All Does not display any graphic objects. 


= Gridline & Heading Color Sets the gridline and heading color. 


mun Setting your display options | 
The settings in the Options Display dialog box affect only the active worksheet 
window when you choose OK. 


1 Choose Options Display. 
2 Turn on the check box or select the option for the items you want displayed. 


3. Choose OK. 


Opening Multiple Windows into a Worksheet 


it’s often helpful to look at different parts of a large workitvest OF tac ro if 
the same time. For example, you may want to compare the sa tae - an an 
analysis on widely scattered data on a worksheet. Or, if yous - ee bis ! 
database, you might find it convenient to see your crileria range in a sepafre 
window while finding records in the database range. 

With the Window New Window command, you can open a> many a ee ? 
you want into one worksheet. You can move and size multiple windows howeve 
you like. MLA } 
Any change you make in one window of the worksheet ae gn or 
open windows for that worksheet. You see your change int . sp : igo 
when you scroll each window to the area where the change ees : ph “6 
you can sel different display options for each window of the nn or aku 
example, you can display the worksheet values in one window and It ua 
in another. 
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The to ’ r 
1 following Hlustraton shows bwo windows TAlo the same worksheet Note that 
each window has different display options set 


on bar shows that more Scroll separately in each 
pi 8 window is opened window (only the active 
into the document. window shows scroll bars) 


é@ file {dit Formule Formal Date Options Macro |indou 


(Wormer JO) [+ [+ fied ® ov) mela IC SHSmin.io 













Ji 








___ Monthiy:t 
—5 1 £1 1 eS 
oe? Totals tonthly Totals 
June Mey April March ) June 
$171,465 $29,750 $29,750 $27,035 $28 547 «sur 08 18) "29750 
emer $8.033 $68.033 $7 461 $7,708 #SUM(09 19) 080 27 
$56,436 $9520 $8,475 $9,766 $8,675 esi 10 110) "9520 
$20,576 $3,570 $3,570 $3,510 $3. 420 «0 12°C8 =o 12°08 
$1,500 $1 500 $1,500 $1 S00 «surnot2'r2) "225960 
gate $436 $436 $455 «Sur bis ttS) 
4500 40 $0 $375 eSuMeo1e 116) 
$45 $0 $75 $3. eSuMcot 7417) 
$765 $215 $05? 95 «Sut 0168 118) 
$508 $4) $98 4755 eSurmbigtl9) 
$368 $56 $409 $325 «Surncu2o 120) 
$538 $499 $2.470 484° eSuro21 121) 
$547 $1350 $350 $130 «SuIi(022 122) 
$588 $673 $325 ’ =SUM(U25 125) 
$313 $276 569 2 «510026 126) 
$355 $0 $2,568 . suncbZ 
— sap ___ $54. 306. 
: Peody a 
Display values and hide Display formulas and 


naunes a 
gridlines in window 1. gridiines in window 2. 


NOTE aa multiple windows is different from opening a new worksheet with the File 
ca pia which creates a new, separate worksheet. The Window New 
indow command creates another window into the same worksheet. 
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yun ~=Opening anew window into a worksheet 


1) Select the window for the worksheet you want 


2 Choose Window New Window. 


Displaying All Open Windows in the Workspace 


To display all open windows in the workspace, you can use the techniques for 
moving and sizing windows as discussed in” Working with Windows” 1 
Chapter |. You also can arrange all open windows so their borders do not over 


lap or have blank space between them. 
ya Arranging all open windows in the workspace 
pe Choose Window Arrange All. 


The Window Arrange All command arranges the visible windows only. You can 
prevent open windows from being included in the arrangement by hiding them 
with the Window Hide command before choosing Window Arrange All. For more 
information on hiding windows, see "Setting Up 4 Workspace” In Chapter 16. 


Splitting 4 Worksheet Window into Panes 
Panes are another way lo VIEW different arcas of a large worksheet simulta- 
neously. Use panes when you want the different worksheet areas to scroll 


together vertically OF horizontally. 


You can split a window into two OF four panes—tWwe panes vertically, two panes 


horizontally, oF four panes by splitting the window both vertically and horizon- 
tally. With a vertical split, the panes scroll together vertically, and scroll indepen- 


dently horizontally. With a horizontal split, the panes scroll together horizontally, 


and scroll independently vertically. If you have multiple windows for a single 
document, each of those windows can have as many 4 four panes. 
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The vertical split box is a black box to the left of the horizontal scroll bar. The 
horizontal split box is a black box at the top of the vertical scroll bar. 




























Vertical spit box and spit bar Honzontal split box 
@ file {dit Formula formal Date Qptions | Macro Window ; 
Styre [Normal] [e*) (£) (B17) (lela) CL) Io bwleioie 
137 
0S V0 | A) 
ae es Se eS as a ik ek a aa ele tee 
YS lacct# Account Description TO _Jgne March February Januet— 
i Employee Costs i 
8 110 Payroll  S5euee 7 $29,750 $26,547 $27,540 
9 120 IRS/FICA/WH comp/State/SDI $46,295 $8,032 $7,707 * s7a3s 
10 130 Commissions $56,436 $9,520 $8,875 $9,825 
140 Retirement Plan : $20,575 | $3,570 $3425 | $3 304 | 
12 150 Insurance $9 000 $1 $00 $1,500 . $1,500 — 
13 
‘ Subcontractors & Services ; ‘ 
1 TOL Teleconmmunt ation Services $2,616 $436 $456 . $4356 : 
202 besign Consultants $875 $500 $375. $0 - 
aR 205 Phote /¥ideo Services $5 b> be] $45 $325 $46 
250 Graphic Services $2,957 $765 $95, $375, 
19 IS) Photo sStats , $1,612 | $508 $755 +0 
20 £52 Typesetting 41,453 $388 $525. $195. 
21 255 Printing Services ; $6,166 | $95! $849 $325 
22 254 Legal & Accounting 
23 
24 [Supplies and Materials 
25 $01 Office Supples $875 $500 $7320 $433 | 
26 502 Office Postage $535 | $45 $255 $325 
27 $03 Office Equipment & Furniture | $2,957 | $765 $78 | $21 | 
28 504 Miscellaneous Supplies $1,612 508 $49 | $36 
29 
30 Facilities Over head 
31 405 Plant $1612 156 $1 700 | 41.700 ° 4 
) a Se ee a I rie C2 
, Pandy 4 
Horizontal scrolling 1s Panes scroll 
separate in each pane together vertically 


sau Splitting a window into panes 


To display the split boxes, the Scroll Bars check box in the Options Workspace 
dialog box must be turned on. When you position the mouse pointer on a split 
box, it turns into a tWo-way arrow. 


1 Activate the worksheet window you want to split. 
2 For vertical panes, position the mouse pointer on the vertical split box, 
Kor horizontal panes, position the mouse pointer on the horizontal split box. 


3 Drag the split box until it lines up with the right edge of the column or the 
bottom edge of the row where you want to split the window. 


To move between panes, click the pane you want or press Fo. 
su Removing splits from a window 


1 Activate the worksheet window from which you want to remove the split. 


2 Drag the split bars to the top or left edge of the document window. 
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Freezing Worksheet Titles 


By freezing worksheet titles, you can display designated rows oF columns on the 
screen at all times. This is useful for scrolling through a long worksheet and 
keeping track of Utles that pertain to a given section of the worksheet but are out 


* 


of the display boundary ol the worksheet window 


To freeze titles you use the technique for splitting a window into panes (discussed 
earlier in this section) in combination with the Options Freeze Panes command 
Once you have created top or left panes ith the split bars, use the Options 
Freese Panes command to lock the top and left panes on the sereen When you 
choose Options Fieeze Panes, panes to the left of a vertical split do not scroll 
horizontally: panes above a horizontal split do not scroll vertically 


The following illustration shows a worksheet window with frozen panes. 


The Options Freeze Panes command 
freezes areas shown tinted here. so 
titles remain displayed as you scroll 







Window ts spit 
horizontally below row 5 


















a | 8 eine _ f 4 | ' J | | 
5 jacct® Account Description __ March |Februery — Januery — -_ as a 
10 730 Commissions 78 wu? $44.5 ‘i : i 
1 140 Retirement Plon $3 425 $5 304 +5 ° 0 | 
12 150 Insurene $1,500 _ $1,500 92345. 
13 , $1 234 
14 [Subcontractors & Services : me } 
1s 201 Telecommunication Services $440 $4%e t.o hi | 
16 202 esign Consultants $375 . tu . $675 
17 203 Photo/Yideo Services $325 445 i 3 
250 Greptnc Services 195 $375 aeee 
251 Photo/Stets $755 60 $1su l 
52 Typesetting $325 . $195 , $55 
253 Printing Services tay e326 1. pet | 
254 Legal & Accounting 13h | 
“supplies and Matertals 
50) Uffice Supplies 1/ 1 \ . | 
502 Office Postage 35. i. | 
2? 303 Office Equipment & Furniture $74 $.! " 
28 304 Miscellaneous Supplies $a3 Se $71 | 
29 
30 [Facilities Over heed : : 
31 aS Ploent $1 700 $1) 700 4! ?fn 
32 410 Office Rental $i cou : $1,200 | 4) 260 | 
33 415 Leb 300 $300 $300 
34 | 
35 2 


Window 1s split vertically 
to night of column B. 


The difference between frozen and untrozen panes Ps that with unfrozen panes 
you can independently scroll the panes above a horizontal split or to the leftot a 
vertical split. With frozen panes, you cannot scroll into the frozen part of the 


worksheel. 
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nun Freezing titles ina column 
You can freeze more than one column of titles if the columns are adjoining. 
To do this procedure, you must be using full menus. 


1 Split the window vertically, placing the split at the right edge of the column 
that contains the titles you want to freeze. 


2 Choose Options Freeze Panes. 


aus Freezing titles ina row 
You can freeze more than one row of titles if the rows are adjoining. 
To do this procedure, you must be using full menus. 


1 Split the window horizontally, placing the split at the bottom edge of the row 
that contains the titles you want to freeze. 


2 Choose Options Freeze Panes. 


sun Freezing both column and row titles 
To do this procedure, you must be using full menus. 


1 Split the window both vertically and horizontally, placing the splits to the 
right of the column and below the row that contain the titles you want to 
lreeze. 


2 Choose Options Freeze Panes. 


mun Unfreezing titles 


When a worksheet window that has frozen titles is active, the Options Freeze 
Panes command changes to Options Unfreeze Panes. 


To do this procedure, you must be using full menus. 


1 Select the window. 
2 Choose Options Untreeze Panes. 
lf you have opened multiple windows into one worksheet, you can freeze different 


titles in each window. For information on opening multiple windows, see “Opening 
Multiple Windows into a Worksheet,” earlier in this section. 
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Printing Your Worksheet 


The following section provides a summary ol how to print your worksheet. For 
more detailed information, see Chapter 15, “Printing.” 


Lise the File Print command to print a document. Hf you are printing a worksheet, 








you can specify that Microsolt Excel print only the worksheet, only the cell notes, 


or both. In addition, you can use the File Print command to specily page ranges 
or lo preview the document, 


For information on See 
Previewing the printed page “Previewing Your Pages” in Chapter 15 


Options for setting up your printed “Setting Up Your Pages" in Chapter 15 


pages 


Printing the Info window “Auditing a Worksheet” in Chapter 6 


Online Help also provides information on printing your worksheet. To displhity 
online Help, choose the Window Help command. H you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help in 
Chapter |. 


san Printing a worksheet 
1 Choose File Print. 


2 Type the number of copies you want to print, 


3 Select whether you want to print all pages in the print area or a range of pages 


in the print area. If you want to print a range of pages. type the number of the 
first page you want in the From box and the last page you want in the To box 
4 To preview the pages and page breaks on the screen before printing, turn on 
the Print Preview check box. 
If the Print Preview check box is turned on, the first page of the document 
appears in the preview window Ww hen you choose OK. You can also pres lew 
your document with the File Print Preview command. For more information 
on the preview window, see “Previewing Your Pages” in Chapter 15. 
5 Under Print. select whether you want to print only the worksheet, only the 
notes from the worksheet, or both. 


6 Choose OK. 


Microsott Excel displays a message indicating It ts printing your document: | 
you want to cancel printing, choose COMMAND+PERIOD. 
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Organizing and Documenting a i 
Worksheet i 


Microsoft Excel provides many ways for you to organize and 
document your work so that it’s easier to read, understand, 
maintain, and update. Naming cells and formulas makes work- 
sheets easier lo read and reduces errors when you insert, delete, or 
move data. With outlining, you can collapse or expand parts of a 
worksheet and work with different levels of detail. By adding notes 
to a worksheet, you can document your worksheet so that you and 
others can follow your work more easily. With auditing, you can 
check your worksheet models to make sure your worksheet is 




































correct. ’ 
6,( 
3¢ NOTE Unless otherwise noted, all information and procedures for ait 
a) bs working with worksheets also apply to macro sheets. _ 
3,00: "4 
Table of Contents 2 
3.001 Naming Cells and Formulas ... 215 
a Te Outlining 4a Worksheet ... 225 
—— = Adding Comments to a Worksheet ... 234 


Auditing a Worksheet ... 242 


Formulas 


A name ts an easy-to-remember identifier you create lo refer to a cell, a group of 
cells, or a formula. Formulas using names are easier to read and remember than 
formulas using cell references—for example, =Assets—Liabilities is easier to read 
than =F6—-D6. By using names in formulas, you also save time later if you need to 
change the valuc ‘n the named cell because all formulas using that name are auto- 
matically updated. 

Online Help also provides information on naming cells and formulas. To display 
online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appeat on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 
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Naming Cells 


You can choose the Formula Define Name command to name a cell or group 

of cells. You can also select a range and choose the Formula Create Names og 
command to have Microsoft Excel create names for cells based on row or column , 
names. The following illustration shows how names are created on a sample me 


worksheet when the Top Row and Left Column options are turned on in the ‘f 
Formula Create Names dialog box: 


“ > 









(2 (C4 is named February = 


Be Bed 5 anned Jatdty. D2 D4 13 named March. . 


 < 82:02 is named Sales. 
7— 83:03 is named Expenses. 
Ba 84:04 is named Profits. 


—— 


Naming a cell or range 3 


When you choose the Formula Define Name command to create a name, 

Microsoft Excel may propose a name from text in the active cell or in the cell 
above or to the left of the active cell. It also proposes the absolute reference of r 4 
the current selection as the area to be named. 


oon 


1 Select the cell, cell range, or multiple selection you want to name. ye 
2 Choose Formula Define Name. 
3 Inthe Name box, type a name or accept the proposed name. 


4 Inthe Refers To box, select a cell or range on the worksheet, type the cell ; 
reference, or accept the proposed reference. | 


When the Refers To box is active, you can scroll through the worksheet and 
select cells. Microsoft Excel adds the references for you. If you need to select 
a cell that is hidden by the Formula Define Name dialog box, you can move 
the dialog box by dragging the title bar with the mouse. —. 


If you type a reference in the Refers To box, it must begin with an equal sign 
(=), just like a formula. 


5 If you are naming cells on a macro sheet, choose the None option. 


If you want to continue adding names to the worksheet, choose the Add 
button and repeat steps 3 and 4. 


7 Choose OK when you are finished adding names to the worksheet. 
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ame, including th 
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Top Row check box. 
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h jum he bottom row of the tf 
To name the co 
the Bottom Row check box. | rere a” 
? the rows using the text in the left column ¢ 
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Left Column check box. 


To name the rows using the text in the ng 
Right Column check box. 


ht column of the range, turn on the 


4 Choose OK. 
Cells containing the text used a 


Deleting a name 


e 
hen you no longet ne \ 
jake sure that formulas using the o 


i area. 
s names are not included 1n the named a 


Delete a name w 
you delete a name, 1 
to include a new name. 


4 Choose Formula Define Name. 
n Sheet box, select th 
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i ou have redefined it. Bet 
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N 5 | e name you want to delete. 
9 Inthe Names 


3 Choose the Delete button. 
Microsoft Excel leaves the dialo 
names. 

4 Choose OK to close the dialog box. 


g box on the screen so you can delete other 
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ig oelaary I « a Microsoft Excel replaces cell references with the — ee About Naming Cells ie 
2 Inthe Names In Sheet box, select the name whose reference or formula you on the rules Microsoft Excel uses to apply names, see ore | es 7 
want to edit, . i and Formulas,” later in this section, J BE 
Microsoft Excel displays that name in the Name box, and its reference in the fe Saas |) 31), 
‘ -_ . So Beg 
Refers To box. Naming a Formula . aap 8 
, :, ‘ an name af 4 without puting that formula | ahs 
3 In the Refers To box, type a new reference or formula or edit the reference or In Microsoft Excel, you can name a — e a n use Microsoft Excel bb fe 3 
formula. cell. This helps reduce ang ene neg “1 \ ater, if you want to change the ; i 
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1 Inthe formula bar, position the insertion point where you want to paste the Castautl Define Name command to store the formula = . es 


name you needed a quar- 
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2 Choose Formula Paste Name. marae a could enter the formula =Quarterly_Tot : ae 
In the Paste Name box, select the name you want to paste. ae 4 

4 Choose OK. ; 4 a 

sun Applying names to a worksheet i 


Once you have defined a name, you can use the Formula Apply Names command 
to scan all or part of a worksheet and replace equivalent references with the name. 
For example, if you define the name Sales as =$C$12, the Formula Apply Names 





command replaces all references to cell $¢C$12 with the name Sales. Applying Pei 
names to a worksheet is especially useful if you build formulas by pointing to : He 
ranges with the mouse. 4 ba 
To do this procedure, you must be using full menus. . : 
4 ’ . ie 
1 Select the range in which you want references replaced with names. To apply . ry 
names to the entire worksheet, select a single cell. | t 


2 Choose Formula Apply Names. aah 
When you define a name for a common formula, you can use the 


| rksheet, making 
d of the formula throughout your wo : 
— your worksheet smaller and easier to read. 
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au Naming a formula 


Define a name for a formula when you use the same formula in many places 
throughout a worksheet. Naming formulas ts especially useful in formulas using 
relative references. 

1 Choose Formula Detine Name. 

2 Inthe Name box, type the name. 


3 Inthe Refers To box, type the formula. Remember to begin the formula with 
an equal sign. 
You can also use the Edit Paste command to paste a formula stored on the 
Clipboard into the Refers To box, if you copied the formula from the formula 
har. 


j 4 Choose OK. 


More About Naming Cells and Formulas 


SS at 


eayast Guidelines 


Rules for Names Follow these guidelines for defining a name: 


= Valid characters The first character must be a letter or an underline 
character: other characters can be letters, numbers, periods, and underlines. 
The name cannot look like a reference (such as A$1 or RIC1). 


MORE ABOU™ 


Se 


= Separators Spaces are not allowed. An underline or a period works well as 
a word separator. 


= Length ofname A name can be up to 255 characters long. 


= Capitalization You can use uppercase or lowercase letters. Microsoft 
Excel does not distinguish between uppercase and lowercase letters in names. 


Using Names on Other Worksheets You can also refer to a name you defined 
on another worksheet. Type the name of the worksheet, an exclamation 

point (!) and the name defined on that worksheet. For example, you can type 
expenses!salaries to refer to a group of cells named Salaries on the Expenses 
worksheet. 
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. = How Microsoft Excel Applies Names The best way to understand how names are 
2 = applied ts to look at an example. In the following worksheet, the Formula re 
4 pi Names command was used on the range A1:D4, with both the Top Row an “ 
= Left Column options tumed on. As a result, the following names were created: 
WwW 
yan C2:C4 is named February 
> = : 
= B2:B4 is named January. D2:D4 is named March. 
| (_ 52.02 is named Deposits. 
| 3] : 83:03 is named Withdrawals. 
Oalece | ° 0| oO} 94:04 is named Balance. 
Bee ey, ee ee 
_ Belore applying names, C4 contains 
the formula =B4+C2-C3. 
4“) bers, The Ialance 
The Deposits and Withadiawils rows will cota ee encanta . 
row ie formulas that compute totals. he following table shows how —_ 
are applied in the example, depending on the options you choose in the Formula 
Apply Names dialog box. Choose the Options button in the Formula Apply 
Names dialog box to display the full dialog box with all of the options. 
Omit Column 
Use Row and Name if Same Omit Row Name Formula In C4 
Column Names Column _ If Same Row _—ibecomes 
ON — ON 4 ON =January+Deposits 
—Withdrawals 
OFF =January Balance 
- - +Deposits 
—Withdrawals 
5. ON =January | 
E = i +February Deposits 
—February 
Withdrawals 
F OFF =January Balance 
or +February Deposits 
—February 
Withdrawals 
Lx OFF ON or OFF ON or OFF x =B4+C2-C3 ae 
e The two names appear in the formula one after the other, separated by a space, 


which is the intersection operator, For information on operators, see Entering a 
Formula” in Chapter 3. 


Sean . 
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Applying Range Names = When the Use Row And Column Names check box ts 
turned on in the Formula Apply Names dialog box, Microsoft Excel uses the 
names of the ranges containing the cells referred to in the formula if a name for 
the specific cells cannot be found. References are replaced with the name of the 
column containing the cell referred to in the formula, the row containing the cell 
referred to, or both, depending on whether or not the two Omit check boxes are 
turned on. In the previous example, none of the references in the formula exactly 
match the definition of a name, so no names would be applied if you turned this 
check box off. When a cell reference is replaced by both a row-oriented range 
name and a column-oriented range name, the options under Name Order deter- 
mine which range name ts listed first. 


if the referenced cell is in a different row and column than the cell containing the 
reference to it, the reference is replaced with the name of both the row-oriented 
range and the column-oriented range containing the cell, regardless of whether 
the Omit check boxes are turned on. If the reference is in a different row and 
column than the cell containing the reference, and the reference does not lie 
within both a row-oriented named range and a column-oriented named range, 


the reference is left unchanged, because replacing it with only one name would 
produce an erroneous name. 


Replacing Types of References with Names When the Ignore Relative/Absolute 
check box is turned on in the Formula Apply Names dialog box, Microsoft Excel 
replaces references with names regardless of the reference type of either the 
names or the references. If you turn this check box off, Microsoft Excel replaces 
a reference only if it is of the same reference type as the name you are applying. 
If the name refers to an absolute reference, only absolute references are replaced. 
Likewise. relative reference names replace only relative references, and mixed 
reference names replace only mixed references. 


In the previous example, all of the references in the formula are relative and all of 
the names are absolute, so no names would be applied if you turned this check 
box off. Since most worksheets also have mostly relative references and absolute 
names, il is a good idea to leave Ignore Relative/Absolute turned on unless you 
plan to copy the cells to another part of the worksheet after you apply the names. 


Automatic Translation of Built-in Names = Microsoft Excel recognizes built-in 
names when they are defined tn any language Microsoft Excel supports. Built-in 
names include Auto Open, Auto, Close, Database, Data_Form, Criteria, Extract, 
Print_ Area, Print_Titles, Recorder, and the built-in style names for outline rows 
and columns. For example, if you define one of these names in a language 

other than English and then open the worksheet in the U.S. English version of 
Microsoft Excel. the name will automatically be translated into English. Like- 
wise, if you define one of these names using the U.S. English version of 
Microsolt Excel and then open the worksheet ina non-laglish version of 
Micoaell Paced. theme is tiinetiatedd inte the language of the Min rernetl 


Pesceed Veprdeoe Lip tiie 


MORE ABOUT 









Naming Cells and Formulas RZe 


>. «err. (68 
bande Fuh s NOS 


Naming Constant Values You can store a constant value as a in se and “sth X to 
slant as a ; 

i ari las and macros. To store a constan 

define global variables for formu — all 

choose the Formula Define Name command and type the anne _ = ecg 

In the Refers To box, type the number. For example, you could lefine sant 

Inflation to be 4%. When you want to change the assumed a Fee a 

/OU SI i alue for Inflation in the Kelers 

whole worksheet, you simply edit the va r 

the Formula Define Name dialog box. All the formulas using the name Inflation 

are automatically updated. fos 

When you store constant values as names, be careful you do not eg <a 

assumptions about 4 worksheet that other people need to find easily. % - 

previous example, if the inflation rate is a key assumption of your ca cog : 

you should store the value 4% in a cell named Inflation. That way, you i 

still use the name Inflation in your formulas and people reading your W 

would know what value you used as your assumed inflation rate. 


Moving to Named Cells Quickly You can move to a named cell * -_ ag 
i I sme with the Formula Goto command. You ¢ 

ange quickly by using the name with t ) 

es pa ihe name from the list of names in the Goto box or type the name in 

the Reference box. 


] sc ickly to a name in the Define Name 
crolling to a Name Quickly To scroll quic | 

pe i you can press the first letter of the name. The list of names scrolls to 
the first name starting with that letter. 


Using Reference Operators with Names You can use the ce pcan 

range (colon), intersection (space), and umon (comma) to re - ee a i 

intersection, and union of named ranges In formulas and in the Ke oe 

the Formula Goto dialog box. For example, : 7 cae miai 
ws named for categories in a Dank si ; 

pera withdrawals by chins february withdrawals in the Reference 

box of the Formula Goto dialog box. 










Column C is named February. 


| 2 |Deposits Stee 
3 |withdrewele| 
| 4 |\Belence 






You can reter to this cell as 
February Withdrawals. 


Row 3 is named 
Withdrawals. 
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Naming Relative References = Microsoft Excel proposes names that refer to cells 
to be defined as absolute references. The name then points to a specific range of 


cells on the worksheet, and does not change if you insert and delete data on the 
worksheet. 


However, you can name relative references as a way to simplify formulas and 
selecting. For example, if you find you have many formulas that sum the three 
cells to the left of the formula, you could create the name Left_3 to refer to 

4 relative reference of three cells to the left. Then your formula could read 
=SUM(Left_3). Also, you could select the three cells to the left of the active 
cell by using the name Left_3 in the Formula Goto dialog box. 


Although you can use relative references in defining a name, you should do so 
with caution, because the actual cells referred to change when a formula using the 
name is cut or copied. It’s easy to lose track of exactly which cells are referred to. 


Changing the Type of Reference ina Name If you choose the Formula Define 
Name command and build a formula in the Refers To box by using the mouse or 
the ARROW keys, Microsoft Excel adds absolute references, unlike in the formula 
bar where it adds relative references. You can, however, type a relative reference 
or change a reference to relative by using the Formula Reference command. 


Using Names in Macros) When creating macros, you should use names 
whenever possible. Names make your macros easier to read and reduce the 
chance of reference errors if data is inserted, moved, or deleted. 


Using Hidden Names = When writing macros, you can create a name on a sheet 
that does not appear in the Formula Define Name, Formula Paste Name, or 
Formula Goto dialog boxes by using the DEFINE.NAME function. Hidden 
names ure useful for storing values or formulas a macro needs but that users 

of the sheet do not need to see. For information on hidden names, see the 
DEFINE.NAME function in the Microsoft Excel Function Reference. 


SS SP 
3 Troubleshooting 


#NAME? Error Value Formulas return the #NAME? error value when a speci- 


fied name cannot be found. If you receive the #NAME? error value, be sure that 
you: 


a Typed the name correctly. 
a Typed the names of the functions in your formula correctly. 
a Created the name you are trying to use. 


= Did not enclose the name in quotation marks. Microsoft Excel interprets only 
nonquoted text as a name. 


= Did not omit a colon in a range reference. If you type ald10 instead of 
al:d10, Microsoft Excel interprets it as a name. 
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heet 


With Microsoft Excel you can give your worksheets an aye ee ad ' 
, inf ini wo 

formation. Outlining works best on 
include up to eight levels of in | cece’ 

; ‘informs For example, you can make monthly : 
have many levels of information. 3 7 anal 

alc in a sales-tracking worksheet, or make 

subordinate to quarterly totals in as 7 . 
field measurements subordinate to the measurement averages in or ulieb 
reports. With Microsoft Excel you can create an outline from a new oF 


worksheet. 


inf tion on See —_—— ld aspen 
a cuit “Creating a New Worksheet In Chapter 3 and 
; Chapter 14, “Using Graphics on Microsoft Excel 
Worksheets” 
Cell styles “Formatting with Cell Styles” in Chapter 5 


Online Help also provides information on outlining a gpa To vig 
online Help, choose the Window Help command. If you are 0g eo 
software version 7.0 and the Help command does not appear on the _ 

menu, display Help by pointing to the Help menu icon and choosing Bi 
Microsoft Excel Help command. For information on a specific — ke al 
the Commands topic. For information on using online Help, see “Using Help 


Chapter |. 


About Outlining 


In outlines used in word processing, subordinate levels of i 
below higher levels. In outlines on Microsoft Excel worksheets, eo wn a 
levels of information can appear below, above, or to the right or le - 8 ow 
levels. Since worksheets have rows and columns, you can outline informal 
both horizontally and vertically. 


Once you have created an outline on your worksheet, you = aoe _ an 
expand rows and columns to hide and display subordinate ata. — 5 sam 
reorganizing data on your worksheet and makes it easy to move g 
amounts of data quickly. | 
After you have hidden rows or columns by collapsing parts of he Te he 
can select the visible cells in your outline as if they were a “—_ a : 
using the select visible cells button in the tool bar or the — a : wth wd 
command. You can then format or yr: the pes om tee fei ae - at fl 
ist -ells, you can use the chart tool or e . i 
ed Sas deh colt, or you can use the Edit Paste, Edit Paste Special, or Edit 
Paste Link commands to paste the visible cells you copied. 
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For example, on a worksheet that tracks sales for an automobile dealer, you could 
make rows of sales data about different types of cars and trucks subordinate to the 
total sales of cars and trucks. You could also make the columns of monthly sales 
totals subordinate to the columns of quarterly sales totals. Once you had outlined 
the worksheet, you could select and chart the quarterly sales totals as if they were 
one range of cells, and not noncontiguous cells, by using the select visible cells 
button in the tool bar or the Formula Select Special command. The following 
illustration shows a worksheet with outlining applied: 














Mer | Qtri Apr | Mey 
| j | 
Compect, $72,133 | $16,379 | $o3,220 | $1su.782 | $21,152 | $31.14) | 
Midsize! $77,212, $95,621 | $92,026 | $264,859 91.634 | $33,979 
Full-size, $27,242 | $86,629 | $85,240 | $199,111 94193 | $68,479 | 
Tetel Cers $176,587 | $196,629 | $240,486 


615,702 | $206,979 $155,599 | 






ane 





3 Trucks | | | 
10 Mintvens, $54,135 ' $64 364 $21,495 | $139,994 $16,868 et 
Full vens) $47,143, $94,922 $35,100 | $175,165 26,786 43,457 
Trecks, $26,575 $41,156 $93,636 | $161,667 96,648 | $60,767 


Tetel Trucks $126,155 | $200,442 | $146,251 | $476,626 $140,304 $179,354 | 


ee 
wii &iuini- 





| 
Tete! Seles $304,740 | $399,071 nes es $347,263 | $312,953 | 


LR Ee! Magee 


Now, look at the same worksheet with the subordinate sales data and monthly 
sales totals collapsed: 





” | 

wm “ a a ae Se OS 2 | 
! Qtrl Qtr2 Qtr 5 Qir4 Annual Tetals 

: <s Seles | | | | | 
@ Teta! Cars | $615,702 $527,737 $573,639 $560,569 | $2,277,647 

ic) 13 |Tetel Trucks | $476,826 $460,819 | $460,409 | $574,970 | $1,973,024 | 


‘ ‘ 


Tetel Sales = '$1,092,528 | $988,556 j$1.054,048 $1,135,539 + $4,250,671 | 
16 


ie: ay ek eee Take.) ay See 


The formatting of various levels in an outline can be controlled through cell 
styles, giving your outline a clear, consistent appearance. 
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The Parts of the Outline Display ' 
The following illustrations show the tool bar buttons used with outlining and the | | it 
parts of the outline display: aa 
4 cM: 
% i ‘th: 
Demote button| | Show outine symbols button i x ; 
res if 


Promote bution Select visible cells button 


(Ca (ol Eee 


——————— 


Row level buttons 











Column level bar 


Column level buttons 


ee 4 
e @ § § _____t~ £yp4nq buttons 


: 


, 

Compect| tet wa $211,168 $185,505 Baer 
{ 
‘ 








Seles i 
Cers 
620,797 
‘ 264,859 192,600 OS $190,910 620,797 
jameter t0914) 205,005 | $190,043 164,154 770,315] 
Tetel Cars =—_—«$ 61'S, 702 560,569 s2.2rL ser 


$527,737 | $573,639 


’ 
eel $139,994 $97,392 | $156,600 $154,319 sae $08 | 
Fell vens| $175,165 | $108,104 150,298 | $191,341 62 208 | 
Irwckts, $161,667 | $255,525 153,311 229,310 s3 bi4 
\tetel Trucks | $476,826 $460,619 460,409 574.970 | $1,973.09 '] 





Tetel Seles $1,092,528 | $988,556 si 034,046 \g1,135,539 | $4,280,671 | 


ee ED. 


—_ 


Row level bars 


Collapse buttons 


= Promote button Use this button to raise selected rows or columns to a 
higher level in an outline. 

= Demote button Use this button to move selected rows OF columns toa 
lower level in an outline. To create an outline manually, you begin by de- 
moting a level. 

= Select visible cells button Use this button to select the visible cells in an 
outline range. You can work with just the visible cells to chart or copy only a 
specific level of information. 
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= Show outline symbols button — Use this button to display or hide the 
outlining buttons and symbols on your worksheet. 


= Expand button — This button indicates collapsed rows or columns. Click the 
expand button to display collapsed levels. 


= Collapse button — This button indicates that demoted rows or columns are 


displayed. Click the collapse button to hide the rows or columns indicated by 
the column or row level bar. 


= Rowand column level buttons These buttons indicate the number of row 
and column levels in an outline. Click them to display specific levels of data 
in an outline. For example, in an outline with three levels of data, clicking the 
second level button displays information for levels one and two. 


= Rowand column level bars These bars indicate that all detail rows and 
columns are displayed. To hide the detail rows and columns, click the collapse 
button at the end of the level bar, or click the level bar. 


Creating an Outline 


You can create an outline on a new or an existing worksheet. Outlining makes it 
easy to move through many rows of data, rearrange parts of a worksheet, and 
create charts from similar levels of data from different parts of a worksheet. To 
create an outline, references in your formulas must consistently point in one 
direction, such as rows always referring up and columns always referring left. 
You can have only one outline ata time on a worksheet. 


aun Creating an outline 


You can turn an existing worksheet or range into an outline using the Formula 
Outhoe command, You can ale create an outline mantally by selecting rows 
or cola and choking the demote bation bi thee toad ban. One an cnet tive bn 
created, you can use the outline buttons and symbols to work with the data. Use 
the following procedure to create an outline automatically. 


To do this procedure, you must be using full menus. 


1 Select the range you want to outline. 


If you select a single cell, Microsoft Excel assumes you want lo outline the 
entire worksheet. 


2 Choose Formula Outline. 


3 Choose the Create button. 


Microsoft Excel outlines your worksheet and automatically displays the outline 
symbols for you. 
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1111 Displaying or hiding the outline buttons and symbols 


Outline buttons and symbols are automatically displayed when your worksheet 
contains two or more levels of outlined data. You can control whether the outline 
buttons and symbols are displayed—outlining can still be used without the out- 
lining buttons and symbols displayed. However, it’s much easier to use outlining 
with the buttons and symbols displayed. 


P Click the show outline symbols button in the tool bar. 


1 Choose Options Display. 
2 To display outline symbols, turn on the Outline Symbols check box. 


To hide outline symbols, turn off the Outline Symbols check box. 
3 Choose OK. 


sau Clearing an outline from a worksheet 


If you no longer want to use outlining on a worksheet, you can clear the outline. 

Clearing an outline does not affect the data on your worksheet. You clear an 

outline to remove the outline structure only. Clearing an outline is useful if 

you've made a mistake and want to start over again. 

1 Select the entire outline. 

2 Click the promote button in the tool bar or press COMMAND+SHIFT+I until all 
rows and columns are at level one, The outline symbols disappear and your 
worksheet no longer contains an outline, 


Working with an Outline 


Once you have created an outline, you Gan Ne it lo hide, display, move, or Copy 
levels of information. You ein alee controd nlomatie formatting for summary 
rows and columns in your outline, 


uu Demoting a row or column 


You move rows or columns to a lower level in an outline by demoting them. If 
you are creating an outline manually, you must start by demoting a row or 
column. 


4 Select the entire row or column you want to demote. 
2 Click the demote button in the tool bar. 


If you did not select an entire row oF column, Microsoft Excel displays a 
dialog box asking whether you want to demote rows OF columns. 
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1 Select the entire row or column you want to demote. 


2 Press COMMAND+SHIFT+K. 


If you did not select an entire row or column, Microsoft Excel displays a 
dialog box asking whether you want to demote rows or columns. 


If Automatic Styles are turned on in the Formula Outline dialog box, Microsoft 
Excel applies the appropriate row or column heading style to the summary row or 
column of the data you demoted. 

mun Promoting a row or column 

You raise rows or columns to a higher level in an outline by promoting them. 

1 Select the entire row or column you want to promote. 


2 Click the promote button in the tool bar. 


If you did not select an entire row or column, Microsoft Excel displays a 
dialog box asking whether you want to promote rows or columns. 


Select the entire row or column you want to promote. 


2 Press COMMAND+SHIFT+J. 


If you did not select an entire row or column, Microsoft Excel displays a 
dialog box asking whether you want to promote rows OF columns. 


sus Collapsing a level 


You can hide the data subordinate to a level in your outline. This is useful for 
displaying and charting summary information from a complex worksheet. 


> Click the collapse button or the level bar for the data you want to hide. 


When you collapse a level, you are actually hiding rows or columns in your work- 
sheet. Microsoft Excel does not differentiate between rows or columns hidden by 
outlining and rows or columns hidden by the Format Row Height command, the 
Format Column Width command, or by dragging row or column gridlines. For 
example, if you manually hide a row or column and use the outlining buttons to 
hide all rows or columns of a certain level, and then display all rows or columns 
in that level, Microsoft Excel displays the row or column you hid manually. 


mia Expanding a level 


If a row or column in an outline has an expand button next to it, you can expand 
that row or column to see the levels hidden under it. This lets you see the detailed 
information behind sums or averages. 


> Click the expand button for the data you want to show. 






o 


g > Hold down the SHIFT key and click the collapse or expand but 


NOTE _ if the paste area contains collapse 
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sua Displaying specific levels of an outline | ait. 

By using the row and column level buttons, you can display be ot = os - 

ais outline. These buttons allow you to paste : ide Pe aie i 
Ki d display levels 

lated type. For example, you coul gh > 

ert <a to see the annual, quarterly, and monthly sales totals. 


> To display a specifi lick the row or column level 
oO GIsSplk i 


button. 
To display all levels of rows or col 
outline’s lowest level. 


c level of rows OF columns, C 


umns, click the level button for the 


For example, to display levels | through 3, click the third level button. 


: ine 
ums Selecting part of an outlin | | 
in an outline including all of its detail rows OF 


can eelect ; yxlumn spl 
You can select a row OF & and chart levels within an 


columns. This makes it easy to copy, Cul, move, 
pgee ton or the level 
bar for the row OF column. 


nim Selecting visible cells in an outline 


When you select a range in your outline 

selecting : see on yo 

ou are selecting the cells you se 7 : oma 
seateli rows or columns. If you then copy the selected cells or make a 


them, you would be copying OF charting the hidden cells age nee 
ones. However, by using the select visible cells button in roles once em 
Formula Select Special command you can work with just 
select to chart or COPY only a specific level of ean 
ou want to chart just the quarterly sales tot 
dealer, you pe collapse an outlined worksheet to — cae ee 
totals, select the totals, and use the select visible wer , werd ad 
Select Special command to select only the visible cells within y 


range. 
1 Select the cells in 


ur screen and the cells hidden in the col- 


For example, if 


your outline you want to work with. 


‘ : : elect 
2 Click the select visible cells button in the tool bar or choose Formula S 
Special. 


3 If you chose Formula Select Special, select the Visible Cells Only option. 


4 Chan or copy the cells as you normally would. 


onsecutive rows OF columns even if they are not Vv 


et awed area to see all of the copied cells. 


need to expand the paste 


that includes collapsed rows OF columns, 


als for an automobile 
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+ columns, Microsoft Excel pastes 
pee isible. You may 
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sun Controlling automatic outline styles 


Microsoft Excel includes built-in cell styles for the summary rows and columns 
of an outline. You can have Microsoft Excel automatically apply these styles to 
rows and columns when you promote them or demote them. Later, if you want to 
change the formatting for a level in an outline, you can change the style for that 
level and all the cells assigned that style are reformatted. 


1 Choose Formula Outline. 


2 To have Microsoft Excel apply styles automatically, turn on the Automatic 
Styles check box. 


To stop having styles applied automatically, turn off the Automatic Styles 
check box. 


3 Choose OK. 


Microsoft Excel applies outlines to entire rows or columns. Data outside the outline 


area, but in the outline row or column, will have the same style as the outline data 
in that row or column. 


Once automatic styles are applied, the style list in the tool bar displays the built- 
in style names used in the outline, Microsoft Excel does not have built-in styles 
for detail rows and columns. However, you can create your Owl ntylen for detall 
information. For more information on cell styles, see “Formatting with Cell 
Styles” in Chapter 5. 


suu_Applying styles to an existing outline 


You can easily apply styles to an existing outline that does not currently use 
them. This is useful if you had Automatic Styles tumed off when you created 
your outline and now you want to use styles to format your outline. Later, if you 
want to change the formatting for a level in an outline, you can change the style 
for that level and all the cells assigned that style are reformatted. 


1 Select the outline or cells within the outline. 
2 Choose Formula Outline. 


3 Choose the Apply Styles button. 


Styles are applied to the summary rows and columns of your outline. For 
information on cell styles, see “Formatting with Cell Styles” in Chapter 5. 
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More About Outlining a Worksheet 


Soe «Guidelines 
Setting Up Data for Outlining When you use rage your soahinane — 
-onsis irectl sing; that is, all re erences S 
have a consistent direction of referenc! ee ae cal 
5 i - ection: to the right, left, above, or 
refer to cells in one direction: to the rg 
— ference. You can use a different direction of reference in 


containing the re hin rows and within 


columns than in rows, as long as you are consistent wit 
columns. 


ormula 
How Microsoft Excel Creates Outlines a, Be _—_ i “eon 
i ksheet, Microsolt Ex ines 
Outline command to outline a wor : 
ing properties of your worksheet or selected range to determine how to assign 
levels within the outline: een 
a Formulas Microsoft Excel examines the _ - pachag treme vi 
rm and column levels. Mainty, 
outline area to determine row and colur | cel 
looks for references to ranges of cells directly adjacent = cell containing 
the formula, especially ranges directly above or to the night. i 
= Direction of references Microsoft Excel examines which ah ee ; 
references point to in determining the relationships between levels in @ 





Sawer: TIps 
idi To hide or display individual rows OF 
iding Individual Rows and Columns é y 
oe within a level, use the Hide and Unhide buttons in the Format Row 
Height and Format Column Width dialog boxes. 


Collapsing or Expanding Large Sections of an Outline You ———* —_ 
column level bar to collapse or expand the row or column. By pesy | its 
bars, you can work with sections of an outline that extend beyond the 


of your worksheet on the screen. 


Rearranging Parts of an Outline Youcan ne en ese eee an 

i ; in a worksheet. 

outline as you do any rows OF columns in a i 
; hold down SHIFT, and clic P 

-olumns, collapse the rows oF columns, 

ents before copying. Then when you copy 4 collapsed row or column, all the 


levels under it are also copied. 
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Consolidating Data from an Outline = Ii you want to consolidate using only a 
specific level of rnformation trom an outline, first expand or collapse parts of the 
outline to display the level of data you want, Select the visible cells using the 
med d Vbabheooells batten ta the: taal baa ane taeme the Pornite Selewt Spee dal 
Command and taneon the Visthle Cells Quly check box, and then ¢ Henne the Tali 
Copy command. Choose the Edit Paste Link command to paste the selected cells 
into another range or worksheet. The new range Is now linked to the outline, and 
contains the data you want. You can now use this range as part of your consolli- 
dation. For information on consolidation, see “Consolidating Data from Multiple 
Worksheets” in Chapter 8. 


Adding Comments to a Worksheet 


Text boxes and notes can be used to document data sources, explain the under- 
lying assumptions of a worksheet model, or detail the way macros work. They 
can act as personal reminders and as quick reference aids for others who use 
your model. You can use feat boxes to display comments next to parts of your 
worksheet or macro sheet. With the line tool, you can draw arrows from text 
boxes to the cells described in the text box. You can also attach a comment to a 
cell in a worksheet by using a nore. Notes are not displayed on the worksheet, but 
are attached to the cell so they are copied or moved with the cell. You can have 
Microsoft Excel display a marker in each cell that contains a note. 
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For Information on See a 

The tool bar “Creating a New worksheet” in Chapter 3 and 
“Working with and Formatting Graphic Objects” in ° 
Chapter 14 


Online Help also provides information on adding comments lo a worksheet. To 
display online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 


Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 


Chapter |. 


Adding and Editing Text Boxes 


To add comments oF informational notes to your document, you may want to 
create blocks of text that you can position and format independently of the 
worksheet or macro sheet cells, Using the text box tool in the tool bar, you can 
add text boxes that can be moved, sized. and formatted as independent graphic 
objects. You can enter any text you want in a text box—it will automatically 


wrap to the width of the text box. 


You can format any characters in a text box and you can change the alignment 
and orientation of all the text. You can also format the text box border and add a 
fill pattern. For information on formatting a text box, see “Working with and 
Formatting Graphic Objects” in Chapter 14. 


You cannot create text boxes on charts created as separate documents. lf you 
want to use a text box on a chart, create the chart on a worksheet. For information 
on creating charts on a worksheet, see “Creating a New Chart” in Chapter 11. 


sua Adding a text box 
1 Click the text box tool in the tool bar. 


To draw more than one text box without having to reselect the text tool each 
time, hold down COMMAND and click the text tool. 


Position the cross-hair pointer where you want one corner of the box located. 
To make the text box a square, hold down SHIFT. 
To align the text box to the cell grid, hold down COMMAND. 


4 Drag until the box is the size and shape you want. 


if you held down COMMAND when you clicked the text box tool, repeat steps 2 


through 4 to create additional text boxes. 


i 
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5 Type the text you want in the box. To start a new line, press ENTER. 
Text automatically wraps to fit the width of the box. 


If you created more than one text box, click the next text box to select it and 
type the text you want in the box. Repeat this step for each text box. 


6 When you are finished, click outside the text box. 


sun Editing the text in a text box 
1 Click the text box to select it. 


If the Insertion point is in the text box, you can start editing without selecting 
the text box. 


2 Position the insertion point and edit the text using the same techniques as for 


editing worksheet data. For information on editing data, see “Editing Work- 
sheet Data” in Chapter 3. 


If you start typing without positioning the insertion point in the text box, all 
the text in the box is automatically replaced with the new text. 


If thes teowt drt ca text box in rotated vertically, Microsoft Exoel ahifte the text 
horizontally when you click inside it with the l-beam pointer. When you finish 
editing, click outside the text box to return the text to its original orientation. 


sia Formatting the font used in a text box 


You can change the font, size, style, and color of text in a text box. Unlike 
formatting text in a worksheet or macro sheet cell, you can format characters 
separately rather than using only one format for the entire entry. You can change 
the format as you are typing, or you can select characters and format them after 
entcring the text. 


1 Select the characters you want to format, or position the insertion point where 


you want to change to a different format. Any characters you type following 
the insertion point will use the format you choose. 


To format all the text in the text box, click the text box to select it. 


2 Choose Format Font. 


In the Font box, select the font you want. Under Sample, Microsoft Excel 
shows you what the new formatting will look like. 


If the font you want ts not listed, type the font name in the box below the Font 
box. 


4 Inthe Size box, select the font size you want. 


If the font size you want is not listed, type the size in the box below the Size 
box. 
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tis bold or italic, you can click the bo 
nly want to change whether the tex ? 
ih 0% naiens in the tool bar instead of choosing the Format Font comman 


iu Formatting the alignment of text in a text box 


x and 
You can change the horizontal and vertical alignment of text ~ cae a 
you can rotate the text to a vertical orientation. You can also choos 
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{ styles as you want 
Linder Style, turn on or turn off the check boxes to set the styles as y 
them. 


in the Color box, select a color. 


To set the color to the system font color, select the Automatic option. 


Choose OK. 





i size 
not the text box automatically changes size to fit the text or stays the same 
until you change it. 


1 
2 
‘s 
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Select the text box. 

Choose Format Text. 

Lider Horizontal, seleet the horizontal alignment you want, 

Under Vertical, select the vertical alignment you want. 

If you want the text box size to adjust automatically to fit ite ap oong 
Automatic Size check box. Once you size the text box yoursell, 

Size is turned off. | | 

If you want the text box size to remain fixed until you change it, turn off the 
Automatic Size check box. 

If you want to rotate the text, select the orientation you want under 
Orientauion. 


Choose OK. 


aaa Drawing an arrow 


é the cell or 
You can use the line drawing tool to draw an arrow from a text nig _ poate S 
range it describes. By combining arrows with text boxes, you can ca 


different parts of your worksheet. 


1 


2 
3 
4 


on 


Click the line drawing tool in the tool bar. 

Position the cross-hair pointer where you want one end of your arrow. 
Drag the mouse to where you want the other end of your arrow. 
Double-click the line. 

The Format Patterns dialog box appears. 

Select the line style, color, weight, and arrowhead options you want. 


Choose OK. 
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sun Deleting a text box or arrow 


You can delete a text box or arrow when you no longer want ion your 
worksheet, 


1 Click the text box or arrow to select it. 


2 Choose Edit Clear. 


Using Notes 


Use notes when you don’t want to display comments on your worksheet or when 
you want to print comments separately from the cells on a worksheet. 


mut Creating a note 


You can create a note for any cell that needs additional explanation or contains a 
complex formula. For example, for a cell that contains a formula to calculate 
interest on a loan, you could attach a note with the bank's address and phone 
number. 

1 Select the cell you want to add a comment to. 


2 Choose Formula Note. 
The flashing insertion point indicates that the Note box is the active area. 
3 In the Note box, type the text of the note. 


The text you type wraps to the next line automatically. Do not press ENTER 
(RETURN) to insert a line break. To insert a line or paragraph break, press 
OPTION+ENTER (RETURN). 


4 Choose OK. 


Microsoft Excel attaches the note to the cell, along with its cell reference. If 

you want to, you can change the reference in the Cell box in the Formula Note 
dialog box by typing in a new reference or by using the mouse or ARROW keys to 
select another cell. You can edit a note, using the same techniques used for ‘ 
editing worksheet data. For information on editing on a worksheet see “Editing 
Worksheet Data” in Chapter 3. is : 
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4 
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sus Creating multiple notes quickly 
If you want to attach notes to several cells, you can leave the Formula Note 
dialog box open and create multiple notes at one time. When the Cell box is 
active, you can select a cell or type in the cell reference. 


Select the first cell you want to add a comment to. 
Choose Formula Note. 

In the Note box, type the text of the note. 

Choose the Add button. 


Microsoft Excel attaches the note to the cell and lists the cell reference and 
first few words of the note in the Notes In Sheet box. 


Select the next cell you want to add a comment to or type the reference in the 
Cell box. 


If you need to view a cell behind the dialog box, you can move the dialog box 
by dragging the title bar with the mouse. 


Move to the Note box. 
Delete the text from the previous note and type the text of the next note. ih 
Choose the Add button. ; 
Repeat steps 5 through 8 for each additional note you want to create. 


Choose OK when you are finished adding notes. 


uum Displaying or hiding note markers 


With Microsoft Excel you can display a marker in each cell that has a note 
attached to it. This helps you quickly find the cells with notes. Note indicators 
are not printed when you print a worksheet. 


, 
2 


Choose Options Workspace. 
To display note markers in cells, turn on the Note Indicator check box. 


To stop displaying note markers in cells, turn off the Note Indicator check 
box. 


Choose OK. 
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Viewing a note 


You can view the contents of any note or see a list of the notes in the worksheet. 


aut 


1 Double-click the cell containing the note or choose Formula Note. 


A list of all notes appears in the Notes In Sheet box; use the scroll bar to scroll 
through the list. 


2 To view a particular note, select it in the Notes In Sheet box. 
The note text appears in the Note box. 


3 Choose the Close button when you are finished viewing the notes, 


Viewing all notes in a worksheet 


You can read all the notes in a worksheet by combining the Formula Select 
Special command with the Info Window. Use this procedure when you want to 
familiarize yourself with a new worksheet that contains notes, or when you want 
to find a particular note. For more information on using the Info window, sce 
“Auditing a Worksheet,” later in this chapter. 


nant 


Choose Window Show tate, 


2 Choose Window Arrange All lo arrange your screen so you can see the 
worksheet and the Info Window simultaneously. 


Activate the worksheet. 
Choose Formula Select Special. 
Select the Notes option. 


Choose OK. 


NO ff W 


Move from cell to cell. The note for each cell appears in the Info Window. 


Printing notes 


You can print cell notes either with or without their accompanying worksheet. If 
you specify that both the worksheet and notes be printed, Microsoft Excel first 
prints the worksheet, followed by the notes. If you have previously specified a 
print area (a section of a worksheet you want to print), Microsoft Excel prints 
notes for cells in the print area only. 


oni 


1 Choose File Page Setup. 


2 To print notes with cell references before each note, turn on the Print Row 
And Column Headings check box. 


To print notes without cell references before each note, turn off the Print Row 
And Column Headings check box. 


3 Choose OK. 


4 Choose File Print. 
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5 To print only the notes, select the Notes option. 


To print the worksheet and its notes, select the Both option. 


6 Choose OK. 


su Deleting a note 

You can delete notes when they are no longer needed. 

1 Select the cell or cells whose notes you want to delete. 
2 Choose Edit Clear. 

3 Sclect the Notes option. 

4 Choose OK. 


More About Adding Comments to a Worksheet 





Tips 
Copying Text into a Text Box 


In addition to typing text in a text box, you can 


niva copy text from the formula bar and paste it into a text box. Select the cell 
COMTI The Teak You WAHT Ta Copy, neleul the Ta in the formula bar, and ) 
choose the Edit Copy command, ‘Then, position the insertion point in the = 
where you want the characters inserted and choose the Edit Paste command. 

you select characters in the text box before pasting, the selected characters nt 
replaced by the pasted characters. For more information on copying, see oving 


and Copying Data and Formats,” in Chapter 4. 


Creating a Text Box While Pasting Data : 
selecting any graphic object and choosing the Edit Paste command 
Clipboard contains data copied from the formula bar. 


If. instead of copying data from the formula bar, you copy a cell or 


You can create a new text box by 


when the 


range and 


then select a graphic object and choose the Edit Paste command, Microsoft Excel 


pastes a picture of the cell or range on the worksheet. The picture is similar to that 


created by the Edit Copy Picture command. 


Printing Notes from the Info Window You can create Info window printouts for 
selected cells in a worksheet. Select the range with the notes you want to print, 
choose the Window Show Info command or activate the Info window and then 
choose the File Print command. An Info window printout can contain any or all 


of the types of data you display in the Info window for each cell. F 


or information 


on using the Info window, see the following section, “Auditing a Worksheet. 
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Auditing a Worksheet 


Microsoft Excel provides many tools to help you check your worksheet to make 

sure it’s accurate: 

s Applying names You can apply names to ranges of cells on a worksheet to 
identify groups of cells easily. Names make it easier to read a worksheet and 
to understand the logic behind it. 


= Finding error values © With the Formula Select Special command, you can 
find cells that produce error values. Microsoft Excel uses seven different error 
values to indicate errors such as division by zero or use of unrecognized 
names. All error values begin with a number sign (#), so you can also search 
for error values with the Formula Find command. 


= Finding changes in your model The Formula Select Special command 
provides ways to find cells that don’t fit the pattern of the rest of the work- 
sheet. For example, by selecting the Row Differences or Column Differences 
options you can find cells that differ from row to row or column to column 
when they should be similar. 


= Documenting with cell notes With notes you can document your work- 
sheet models. You can check cell notes for information such as sources of 
data, the accuracy of numbers, and so on. 


= Examining the relationships between cells — By using the Info window and 
the Formula Select Special command either separately or together, you can 
track the relationships between formulas and their precedent and dependent 
cells. 

= Finding information about circular references — Microsoft Excel tells you 
if you accidentally create a circular reference in your worksheet, so you can 
determine if a formula is referring to itself. The status bar displays the refer- 
ence of the cell or cells containing the circular reference. 


= Getting a visual overview of large documents — With the File Print Preview 
command, you can see a reduced version of a document. This gives you a 
larger perspective on the overall flow of your worksheet. 


= Viewing detailed information about cells © With the Info window, you can 
sce information about the active cell, such as the formula contained in the cell, 
the value the formula produces, the format of the cell, the cell's protection 
status, the cell's precedents and dependents, and more. 


This section ime 


Info window and the Formula 
seet and explains how to check ! 
i 


ludes information on usine the 
and to check your works 


Select Special comm j 
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y is and Moving Around the 
| lls quick! Selecting Cel 
Selecting specific cells quickly ST cues 


“Previewing Your Pages” In Chapter 15 


“Finding and Replacing Cells and Data” in 
Chapter 4 


Previewing a document 
Finding specific cells 





Viewing Detailed Information About Cells 


ormation about the active cell with the Info window. 


which types of information you want lo see In the Info 
hen the Info window Is active. 


You can see detailed inf 
You can specify exactly ) 
window using the Info menu that appears W ° Se, 
Since you can quickly see details in the Info window, It'S especially u: 
following tasks: 

indi 5 ins ksheet 
= Finding errors in a wor can | , 
correct errors. For example, you can verify a formula use 
cell's protection status. | | 

i “an us ‘indow with the 
Locating cell information quickly be - = Oe asprin 
‘ ee eet Special command to quickly locate s 

Formula Select Special com | oe 
such as cell notes or cell precedents and dependents, ee pei = ee 
window to scan through the cell notes or precedents and Gepe 


selected cells. 


You can use the Info window to find and 
d ina cell, or the 


, specific cell 
Open the Info window whenever you want to look up details a ae nitilent 
or keep the Info window displayed while you SS safe oN Hoa en ale 
lying contents of your worksheets and macro sheets. You ca P 


window with all the information listed in the Info windo 
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Active cell Info window i 


Types of information you can choose to display 


When the Info window is active, Microsoft Excel displays a different set of 
menus. The Info menu contains the commands you use to display different types 
of information in the Info window. 


When you choose one of the commands in the Info menu, a check mark appears 
next to the command and the associated information appears in the Info window. 
Choosing the command again removes the check mark from the command and 
the information from the Info window. The following commands control the 
display of information in the Info window: 


a Cell Displays the cell reference of the active cell. 


» Formula Displays the contents of the active cell as displayed in the 
formula bar. 


=» Value Displays the value produced by the contents of the active cell. 


a Format Lists the format settings of the active cell, including the number, 
alignment, font, border, and shading formats. 


= Protection Displays the protection status of the active cell. An individual 
cell can be locked or its formula hidden. 


= Names Displays the names of any named areas that include the active cell. 
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cells used in the formula in the active cell. For exam- . 
A2+A3. the direct precedents are A2 and 


=» Precedents — Lists the 
ples al the active cell's lormulais = 


AS 


s Dependents Lists the cells with formulas that depend on or refer — 
active cell. For example. if Al is the active cell and the formula for A2 Is . 
—A|+A4. then A2 is a dependent of Al and A4. | 


= Note Displays the note, if any, attached to the active cell. 


un Opening the Info window 


When you first open the Info window, it displays three types of een a “’ 
the active cell: the cell reference, the formula, and any notes attached to the cell. 


To do this procedure, you must be using full menus. 





> Choose Window Show Info. 


The Info window opens on the right side of your worksheet. You can se or 
sive the Info window as you would with any other window, or you can i 
Microsoft Excel arrange the windows for you with the Window Arrange Al 


command. 

uu Displaying information in the Info window | 
You can modify the types of information displayed by choosing commands from 
the Into menu. 

To do this procedure, you must be using full menus. 

1 Choose Window Show Info. 


2 With the Info window active, choose the Info menu command for the type of 
information you want to display. 


Microsoft Excel places a check mark next to the command. 


3 Repeat step 2 for each type of data you want displayed. 


su Removing information from the Info window 
To do this procedure, you must be using full menus. 
1 Choose Window Show Info. 


2 With the Info window active, choose the Info menu command for the type of 
information you want to remove, 


Microsoft Excel removes the check mark next to the command. 


3 Repeat step 2 for each type of data you want removed. 
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suuua’_~ Working with the Info window displayed 


Z Ve y 


also ’ “atic: ‘ . > i 
: ) automatically arrange the Info window and any open document windows s 
vat all open windows are visible in the workspace dial 


To do this procedure, you must be using full menus 


1 Choose Window Show Into. 
2 Choose Window Arrange All. 


su Switching between the Info window and the worksheet 


You can keep the 
bt A alten ane window open without displaying it in the workspace. Use 
g procedure to switch between the acti Hoye : 
— - | active document window 
Info window if the open windows overlap in the workspace: — 


P Toswitcht 
. 0 the document window 
from the Info w Ww 
Show Document. o window, choose Window 


To switch to the Info wi 
¢ Info window from the acti : 
‘ 1 active doc : 


Vise the ‘ocedur 
following procedure to switch between the worksheet window and t 
nlo window when both windows are showing: 


P Click the window you want to activate. 


Pires COMMANDING 


usu Printing Info window information for a selected range of cells 


The Info wi oe a ee 
" oe window displays information for the active cell only; however, you cz 
print the Info window information for a cell range ji seinacihiai 


To do this procedure, you must be using full menus 
1 Choose Window Show Info. 
Choose the Info wi . 
se the Info window commands for the information you want to print 


Activate the worksheet window. 


Select the cells ic 
ect the cells for which you want to print the Info window information 


Activate the Info window. 


mb WN 


NOTE 
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6 Choose File Print. 
7 Choose OK. 


Microsoft Excel prints the Info window information for all cells currently 


selected in the worksheet window. 


You can also use other worksheet printing Options for Info window printouts. For 


example, you can preview the document before printing OF specify a different 
printer. For more information, see Chapter 15, “Printing.” 


yun Closing the Info window 


Click the close box in the upper-left comer of the Info window. 


4 Activate the Info window. 


2 Choose File Close or press CTRL+F4. 


Checking Cells by Selecting Specific Types of Contents 

You can select all of the cells with specific types of cell contents. Use the 

Formula Select Special command to make a multiple selection of all cells in 

wrnnpe oni the entire worksheel that contain any of the following: 

a Notes  Unselul for quickly Fineling worksheet notes that might give you more 
information about the worksheet. 


e (Constants Liseful for finding errors in values or worksheet logic. 


e Formntas  Usetul ter Fc Lornilin errors, 

s Blanks  Usctul lor Finding cells that should canta data, but don't, and ate 
therefore causing formulas to produce misleading results. 

s Row Differences or Column Differences Useful for finding cells in the 
same row or column that are different when they should be the same. 


Precedents or Dependents Useful for tracing how cells are connected in 
your worksheet, and for building macros that trace references. For more 
information on precedents and dependents, see “More About Auditing a 
Worksheet,” later in this secuion. 

For more information on finding cells with the Formula Select Special command, 
on finding and replacing data: or on finding specific formulas, values, or any 


sequence of characters, see “Finding and Replacing Cells and Data” in Chapter 4. 
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sua Selecting cells with specific contents 
To do this procedure, you must be using full menus. 
1. To search the entire worksheet, select a single cell. 
To limit the search to a specific range, select the range. 
2 Choose Formula Select Special. 
3 Select the appropriate option for what you want to find. 
4 Choose OK. 
Microsoft Excel makes a multiple selection of all cells in the search area with 


the type of contents you selected in the dialog box. For information on moving 


through the cells in the selection, see “Selecting Cells and Moving Around the 
Worksheet” in Chapter 3. 


sun Scanning specific cells with the Info window 


With the Info window displayed, you can use the Formula Select Special 


command to quickly scan all cell notes or cells that contain specific types of 
formulas or constants in a worksheet. 


To do this procedure, you must be using full menus. 
1 Choose Window Show Info. 


2 


Choose Window Arrange All to arrange the windows so you can see both the 
worksheet and the Info window at the same time. 


Activate the worksheet window. 

Choose Formula Select Special. 

Select the option for the type of information you want to scan. 
Choose OK. 


ona & W 


Microsolt Excel makes a multiple selection of all cells with notes attached or 
containing the type of data or formula you selected. 


Press TAB to move cell by cell through the selected cells and display the 
information for each cell in the Info window. 


For more information on moving through a multiple selection, see “Selecting 
Cells and Moving Around the Worksheet” in Chapter 3. 


Checking Names 


Using names helps prevent errors since you're more likely to type or select an 
incorrect cell reference (for example, C28 instead of D28) than to type an in- 
correct name (for example, Profits instead of Losses). Once you've defined a 
name, it’s easy to get information about it. 


IMPORTANT 
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su Checking the reference of aname 


1 Choose Formula Define Name. 


2 Inthe Names In Sheet box, select the name you want lo check. 
The reference of the selected name ts displayed in the Refers To bo 


3 Choose Close to close the dialog box. 


yuu Pasting all defined names 


as ames 
You can use the Formula Paste Name command to paste a list of all = 
defined on a worksheet. The names and references are pasted in a co 


Make sure there's sufficient room for all the names ni a tea i = ‘eal 

i isting | our wor , 
i asting over existing information on y 
caf rasta oun two columns, one for the pangpaaletee -sslaacpadiped a ei 
list of names Nas R 
references. On a macro sheet, the st 0} | Pane 
indi : stom function, 2 In 
i indicates the macro type: 1 indicates acu | 
athe macro, and 0 indicates neither. The other column contains the key 


combination used to run the macro. 


es. 
4 Select the upper-left cell of the range where you want to paste the nam 
2 Choose Formula Paste Name. 


3 Choose the Paste List button. 


nun Displaying names in the Info window 


; that 1 acti ll. 
In the Info window you can list all the named ranges ee. ea 
oO wl cre ou can arrange the win 
With the Info window on your screen, Y . * 
the worksheet and Info windows, and then move around the worksheet to look 


specific names. 
To do this procedure, you must be using full menus. 
1 Choose Window Show Info. 


i x : th the 
> Choose Window Arrange All to arrange the windows so you can see bo 
worksheet and the Info window at the same ume. 


. p . £ 4 oO 
3. With the Info window active, choose Info Names to list names 1n the Inf 
window. 


Names are displayed in the Info window. 
Activate the worksheet window. 


Select cells to look for names. 





————— 
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More About Auditing a Worksheet 


Guidelines 


When to use the Info Window or the Formula Select Special command The 
following table summarizes when to use the Info window and when to use the 


Formula Select Special command: 


To 


Find precedent or dependent cells and 
then modify them in some way 


Select the precedents or dependents of 
all the cells in the selection, not just the 
active cell 


See precedents or dependents in a 
graphic way instead of as a list 


Quickly identify precedents or depen- 
dents as you move to different cells on 
the worksheet 


Find the precedents or dependents of 
cells that are far apart from each other 
on your document 


Print a list of the cell relationships in a 
model 


Use 


Formula Select Special, because it 
actually selects the cells. 


Formula Select Special. 


Formula Select Special, because you 
can uSe TAB and SHIFT+TAB to move 
around the resulting selection and 
see each selected cell in context. 


Info window, because you can 
position the Info window on the 
screen with your worksheet window 
and watch the Info window as you 
move the active cell. 


Info window, because the list of 
precedents or dependents is more 
compact. If you use Formula Select 
Special, the worksheet scrolls fre- 
quently while you look at selected 
cells. 


Info window, because the information 
in the Info window can be printed. 


Working with Direct and Indirect Precedents and Dependents You can list or 
select cell precedents (cells referred to by the active cell) and cell dependents 
(cells that refer to the active cell). Examining the precedents and dependents of a 


cell is useltul for: 


a Finding errors You can discover why there seems to be erroneous 
information on a worksheet, or the source of an error or inconsistency 
or find out if cells you want to delete are needed by other formulas. 


Faster and easier “what-if” analysis 


If you want to see the effects of 


changing a value on the worksheet, knowing which dependent cells will be 
affected by the change will speed up checking the results. 


LOS ryan reo 
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= Understanding someone else’s model (o7 a model you haven't used 
recently) You may want to identify the initial values the worksheet Is bused 
on. and then find the cells directly dependent on those cells, and so on. This 
provides a quick look at the overall logic of a worksheet. 


There are two ways to identify precedents and dependents: 
a List them in the Info window. 
s Select them with the Formula Select Special command. 


When you choose the Info Precedents or Info Dependents commands from the 
Info window, Microsoft Excel displays a dialog box so you can specify whether 
you want to display all precedents or dependents, or both, of the active cell, or 
only direct precedents or dependents. Likewise, when you select precedents and 
dependents with the Formula Select Special command, you can specify all levels 
of precedents or dependents or just the direct precedents or dependents. 


Use the following guidelines when determining the type of precedents or depen- 

dents you want displayed in the Info window or selected with the Formula Select 

Special command: 

= Direct precedent A cell that ts directly referred to by the formula of the 
active cell. For example, if the formula for the active cell is =A2+A3, then A2 
and A3 are the direct precedents of the active cell. 

= Indirect precedent A cell that ts indirectly referred to by the formula of 
the active cell. For example, if the formula for the active cell is =A2+A4, and 
the formula for A2 is =A3, then A3 is an indirect precedent of the active cell 
(and a direct precedent of A2). 

= Direct dependent A cell whose formula directly refers to the active cell. 
For example, if Al is the active cell and the formula for A2 is =A1+A4, then 
A2 is a direct dependent of Al and A4. 


= Indirect dependent A cell whose formula indirectly refers to the active 
cell. For example, if Al is the active cell and the formula for A2 is =A1+A4, 
and the formula for A3 is =A2, then A3 is an indirect dependent of Al and A4 
(and a direct dependent of A2). 


Tips 


Naming Precedent and Dependent Cells = You can use the Formula Select Special 
command to select the precedent or dependent cells, and then use the Formula 
Define Name command to assign a name to the selection. The Formula Define 
Name dialog box shows you the reference of the selection in a compact form, just 
as in the Info window. Once the area is named, you can easily select it with the 
Formula Goto command or use it in calculations. 
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Attaching Cell Notes || 


allach notes to cells expl 
key cells in 


other users will be working with your model, you can 
wining the worksheet model. Or you can attach notesto =—- 


a macro sheet, giving instructions for run 


ning the macro. Then you 
Can sel up a guided tour of the workshe ; 


me | et that includes viewing the cell notes by ks 
rst selecting them with the Formula Select Special command and then display- . a 


Ing the notes in the Info window. For information on cell notes, see “Adding 
Conunents to a Worksheet,” earlier in this chapter. 


Finding Specitic Characters in a Formula or Note You can use the Formula Find 
command and the Into window together to quickly find specific Characters or text 
ina formula or note. Make sure both the the Info and worksheet windows are 
visible, activate the worksheet window, and choose the Formula Find command 
Type the characters you want to find in the Find What box, and, depending on | 
Where you want Microsoft Excel to look, select the Formulas, Notes. or Values 
options and choose OK. Formula Find locates the cell containing the Characters 
and the Into window displays the information. Choose the Edit Repeat Find 


command to find the next cell that contains the characters. 




























Analyzing and Calculating a 
Worksheet 


Microsoft Excel includes commands and features that help you 
analyze complex data on a worksheet in an automated way, and to 
control calculations performed on your worksheets. You can enter 
progressions of numbers automatically, project figures for “what- 
if” analysis, create a lookup table, produce multiple results with a 
single formula to simplify your worksheets, calculate unknown 
variables and formulas with circular references, and control when 
worksheets are calculated so you can save calculation time. 


NOTE Unless otherwise noted, all information and procedures tor 
working with worksheets also apply to macro sheets. 


Table of Contents 

Creating a Series of Dates or Numbers ... 253 

Projecting Figures Using a Data Table ... 256 

Creating a Lookup Table ... 267 

Creating and Using an Array Formula ... 268 

Seeking a Value That Solves a Formula ... 282 

Using Iteration to Solve a Circular Reference Formula ... 283 
Controlling Calculation ... 285 


Creating a Series of Dates or Numbers 


If you are entering dates or numbers in consecutive cells and each date or number 
always increases or decreases by a constant amount or factor, you can use the 
Data Series command to enter the dates or numbers automatically. The Data 
Series command ts especially useful for creating a series of column or row titles 
based on incremental time periods, such as a weekly or monthly increment, and 
for creating data tables. 


For information on See 
Entering dates or numeric constants “Entering Worksheet Data" in Chapter 3 


Projecting figures “Projecting Figures Using a Data Table” later in 


this chapter 


Online Help also provides information on creating a series of dates or numbers. 
To display online Help, choose the Window Help command. If you are using 
system software version 7,0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 
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Types of Series 


You can create three types of series in Microsoft Excel: P 


e Date series When you use a date series, you cun specily that Microsoft 
Eacel build the senes based on increments of duys, weekdays, months, or 
years. For example, if you start a series with the date Jan-9| and specify _ 
increments of months, Microsolt Excel creates the series Jan-91, Feb-9] 
Mar-91, and so on, and enters each new date in the next cell in the selection 


a _— series = When you use a linear series, Microsoft Excel increases or 
decreases values by a constant increment or decrement. For example, if you 
STUET i well ie ‘ scaly i ' 

tart a linear series with | and specify a step value (constant increment) of 2 y 


Microsott Excel creates the series 1, 3,5, 7,9, and so on. To creale a series } 
that decreases, you use a negative number as the step value. | 





a Growth series When you use a growth series, Microsoft Excel multi lies x 
Values by a constant factor. For example, if you start a growth series with | 
and specily a step value (factor) of 2, Microsoft Excel creates the series 1.2 ; 
4,8. 16, 32, and so on. . ici = 

One use of the Data Series command is to fill in compounded interest or growth : 

rates. In this case, you use the growth series type. For example, if you aa losee ie 

how $1,000 grows each month ina Money market account that earns 10 percent : 4 

annual interest, you would enter $1000 as the starting value, select that cell and 

}2 other cells to fill, and use an increment of 100.83% (100% plus the result of } 

10% divided by 12). The Data Series command fills the cells with values that 


show the compounded interest added to the capital after each month, as shown in 4 
the following illustration: 














et SER eee 
1_| Initial deposit} $1,000 00 
2] roth [$1008 30 | } 
3 Month 2 $1,016 67 . 7 
4 Month 3 | $1,025 11 | q 
5 Month 4 1,033 62 : 
6 | Montns [§i‘oaz19 | 
7 Monthé | $1,05064 
8 Month 7 | $1059.57 | 
9 | rontns 1,068 36 : 
10] monns {$1077 28 | . 









1 Month 10 1,066 1? 

12] rontnhis | $1,098 18 

13 | tMonth 12 1,104 27 

iz | £11042) 

ae 
Growth series 


NOTE Data plottedina chart is referred to as a data series. Chart data series are 
not related to the series created using the Data Series command. For more 
information on chart data series, see “Creating a New Chant” in Chapter 11. 
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sau Entering a series in a single row or column 


When you enter a series of dates or numbers, you specity the starting value; the 
direction you want to fill (row or column), the increment, decrement, or factor, 
and, optionally, a stop value for the series. Microsolt Excel then creates and 
enters the series based on your specifications. If you don’t specify a stop value, 
Microsoft Excel fills the entire selection. 


To do this procedure, you must be using full menus 

1 Inthe first cell you want filled with the series, enter the starting value for the 
series. 

2 Select the cells in the row or column that you want to fill with the series, 


including the starting value as the first cell in the selection. 


3. Choose Data Series. 





4 If your selection is a row, select the Rows option under Series In. 
If your selection is a column, select the Columns option under Series In. 

5 Under Type, select a series type. 
If you select the Date option, also specity the date unit you want to use. 

6 Inthe Step Value box, type the increment, decrement, of factor you want to 
use. 

7 If you want Microsoft Excel to stop filling the selection when it reaches a 


certain value, type that value in the Stop Value box. Otherwise, Microsott 
Excel fills the entire selection. 


If you enter a stop value, but the selection is too small to fit the entire series, 
Microsoft Excel stops entering the series when it reaches the end of the 
selected range. 


8 Choose OK. 
mun Entering a series in multiple rows or columns 


You can also create several series at once by entering a start value for each row or 
column you want to fill and selecting a cell range that includes the start values as 
the first cell selected in each row or column. The selection can be a multiple 
selection. Make sure that the first row or column of each selechion in a multiple 
selection contains the starting values for that selection 


To do this procedure, you must be using full menus 
1 Enter the starting values in a row or column. 


2 Select the starting values and the adjacent celly you want to fill with the 
series. Make sure that the starting values ure in the first row or column of 
the selection. 


3 Choose Data Series. 
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| 4 I you want the senes cutered trom lett to night in arow, select the Rows 
option under Series by 


Online Help also provides information on projecting Hgures using a data table 
To display online Help, choose the Window Help command. If you are using 
_ = , tware ve » Help ce 7 . appear on the 

He you want the series entered from top to bottom ina column, select the = system software version 7.0 and the Help command does not appeal a 
Columns option under Series In, | Window menu, display Help by pointing to the Help menu icon and choosing the | 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
I you select the Date option, also specify the date unit you want to use. = Chapter |. 


> 


9 Under Type, select a series ty pe. 


~~ eo 


. a hice /. . Py . ope > 8 » £. 
6 Inthe Step Value box, type the increment, decrement. or factor you want to 


use. : Using a One-Input Data Table 
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7 It you want Microsoft Excel to stop tilling the selection when it reaches a If you WEEN 10 See how changes in om cavienand eigen om * — Ege use 
certain value, type that value in the Stop Value box. Otherwise, Microsoft a one-input data table. For example, suppose you ure aioe oe ze : = 
Excel fills the entire selection = $80,000 mortgage, and want to see how your monthly payment would change 

. depending on the interest rate of the loan. The following tuble ts set up so that the 
you enter a stop value, but the selection is too smiull to fit the entire series, P interest rates entered in column B will be substituted in cell DS—-the input cell— 
Microsoft Excel stops entering the series when it reaches the end of the and the resulting monthly payments will be entered in the cells below the formula | 
selected range. se call CI ) 


8 Choose OK. 
/nput cell 


Projecting Figures Using a Data Table 


Once you have entered formulas on your worksheet, you may want to perform a e 4 






“what-iP" analysis to see how changing certain values in your tormulas affects the pee preeigy None| 

results of the formulas. It can be very time-c unui hi | Here (mooted % 
as. It can be very time-consuming to manually change values Term (months) aoe 

one by one. Data tables provide a shortcut. You set up the table and then let jLean Amount = $80,000 | 


i 
| 
| |Payments 


Microsoft Excel calculate all the variations in one Operation. 

A data table is a range of cells that shows the results of substituting different 
values in one or more formulas. There are two types of data tables: a one-input : 
lable and a two-input table. With a one-input table you enter different values for 
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one variable and see the effect on one or more formulas. With a Iwo-input table “$568 
you enter different values for two variables and see the effect on one formula. 10.00% i 
10.25% | 
10 $0% 
NOTE You cannot create a data table on a macro sheet. 42.238 | 
For information on See ea: ae St pees 4 - ] 
Entering data as a database Chapter 9, “Creating and Using a Database on Contains the formula that calculates 
a Worksheet” the monthly payments using the input 
. ; “ : ‘= V12 -D7) 
Solving for a variable Seeking a Value That Solves a Formula’ later : ccletiainasdintie 
in this chapter = Values to substitute in input cell DS 
| Extracting values from a lookup “Creating a Lookup Table” later in this chapter | 
| table and the LOOKUP functions in the Microsoft q The input cell, DS, is referenced in the payment formula in cell CII and ts the 
| Excel Function Reference p cell that Microsoft Excel varies to calculate the data table. 
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You can use as many formulas and substitute Values is you want 
you could enter additional formulas to the right of cell CLL th 


other figures that vary depending on the interest rate, such 
pail on the loan. 


In this example, 
ut Would calculate 
us the total interest 
bach formula must reter to the Input cell (the cell that values are 
substituted into), either directly or by reterring to other cells that refer to the input 
cell 

You can also switch the values and formul 


as. enlermy the formulas down the side 
of the table ina column and the \ 


alues in a row across the top of the table. 


uuu Setting up a one-input table 


1 Ina column or row, enter the values that you want to substitute into the input 
cell 

2 It the values are in a column, as in the previous 
that refers to the input cell in the row above the 
right of the column of values. Enter uny 
first formula in the same row. 


evxumple, enter the formula 
fist value and one cell to the 
additional formulas to the right of the 


It the values are ina row, enter the formula th 
column to the lett of the first Value and one ce 
Enter additional formulas below the first form 


al will use the input cell in the 
Il below the row of values. 
ula in the same column. 


The mput cell can be empty. That won't affect the v 


ulues calculated in the lable, 
but the cells cout 


wining the formulas will show the results of calculating the 
formulas with an input value of zero. When the input cell is blank, 


Microsoft 
Excel uses zero as its Value. 


If the values to be substituted are Spaced evenly (such as 1000, 2000, 3000. or 
15%, 1.75%, 2%), you can save time by entering them with the Data Series 


command For more information, see the preceding section,"Creating a Series of 
Dates or Numbers." 


sun Filling in a one-input table 


To do this procedure, you must be using full menus. 


1 Select the rectangular range containing the formula or formulas and the values 


to substitute. 


In the preceding example, you would select BL 1:C20 


2 Choose Data Tuble. 


i 
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‘nicer the relerence e mpul cell 
3 Uf the values to be substituted are ina row, enter the relerence to ibd 
| in the Row Input Cell box. Hf the values to be substituted are 3 u Cl 
. , o> . (OX. 
enter the reference to the input cell in the Column Input Cell 
‘ relerenee ‘lecting the cell 
You can enter the cell reference by typing the relerence ot aE nee 
: . . . . il 
It the dialog boa hides an input cell you want to select, move the dialog 
by dragging its We bar with the mouse, 


> 1,50 you 
In the preceding example, the values to be substituted are ina Aine , 
, ‘ec > Column tnpu 
would enter the reference to the input cell-cell DS-— in the Colu p 
Cell box. 
4 Choose OR. die 

s in the table 

Microsoft Excel substitutes each value into the mput cell and tills 


with the results of the formulas. 
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‘Mortgage Loan Analysis I 


? 





‘Down Payment No tie 
interest Rete — 10% 
‘Term (months) 360 
Loen Amount = $80,000 


‘Payments 
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Values calculated by the Data Table command 
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1 Adding formulas to an existing table 


The preceding example shows how to use a one-input table to see the effect of 
changing interest rates on a single formul 
rates on more than one formula, you can 


5 
is 
a. To see the effect of changing interest 
add one or more formulas to the existing @ 
one-inpul table. You could, for example, add a formula that totals the interest 

paid over the life of the loan, depending on the interest rate of the loan. as shown 

in the illustration following this procedure. 


To do this procedure, you must be using full menus. 


1 Enter the new formulas in the row or column containing the existing formulas, # 


The new formulas should be adjacent to the existing formulas. 


In the example, you would enter the formula that totals the interest paid on the 
loan in the cell to the right of the monthly payments formula. 


2 Select the rectangular range containing the formulas and the values. 


~~ 


In the example, you would select B11:D20. 


Choose Data Table. 


In the dialog box, enter the reference to the input cell. ° 


In the example, you would enter a reference to cell DS in the Column Input 
Cell box. 


5S Choose OK. C 


The result of adding the total interest formula to the data table and calculating it 
with the Data Table command is shown in the following illustration: 





‘Mortgage Loan Analysis | | 


‘Down Payment | None 
jtnterest Rete | 10% 
‘Term (months) 360] 
Loan Amount — $80 000 | 


Payments | Totel Interest | 
270206 | $172,740 61 
64370 $151,731 31 
$658.14 $156.93052 | 
$67268 | $162,166 01 















| 950% 
975% $68732 | $167,436 47 | 
10 00% $70206 | $172.74061 
10 25% $716.68 | $178.07717 | 
| 1050% $731 79 | $183,444 92 
10 75% $746 79  $186.842 63 | 






$761 66 





$194 269 14 | 






a Se as | ate “et: eeu Seagiie ccmees) temas! cabanas 


This cell contains the formula for the total merest paid. 
=(C11°D6)-D7. It refers to cell C11 which refers 
fo the input cell DS 


Cu. 





Using a Two-Input Table 


If you want to see how changes in two numbers affect one vig 4 a 
input table. For example, suppose you are considerimy getting ps : Bs 
mortgage and want to see how your monthly payment would change dey 

ing on both the interest rate and term of the loan. 


sua Setting up a two-input table 


1 Inacell, enter the formula that will use the substituted values. 


" . a asda ® P . > “ " , 
The formula should refer to two input cells, either directly or by ei “el 
i "7" ‘ ve) . wh) . . . 1 
other cells that reter to the input cells. The input cells are the cells into whic 
values will be substituted. 


2 Starting in the cell below the formula, enter the values that you want — 
stituted into one input cell. Enter these values in the same column as the 
formula. 





3 Starting in the cell to the nght of the formula, enter the values that you iy 
substituted into the other input cell. Enter these values in the same row as the 


formula. 


In the example in the following illustration, the worksheet Is sel Up So ae 
interest rates entered in column A will be substituted into one input cell—D: aa 
and loan terms entered in row 9 will be substituted into a second input cell—D6: 


=ABS(PMT(D5/12,D6,D7)) 
Column input cell 









Aow input cell 








| Mortgage L 





oan Analysis é 


Down Payment = _|__None 
limterest Rate _ 
'Term (months) i 360 


‘Lean Amount | $80,000 











300! 360! 


These values will be substituted in cell D5 
These values will be substituted in cell D6. 
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mun Filling in a two-input table 


lo do this procedure, you must be using full menus. 


1) Select the range of cells containing the row and column of values and the 


formula 


For the preceding example, you would select AQF LS. 


Chouse Data Table. 


want the row of values to be substituted. 





you want the column of values to be substituted. 


For the preceding example, you would enter a reference to cell DS 


5 Choose OK. 


Aller carrying out the Data Table command, the exumple table looks like this: 










| 






















i 
Z Mortgage Loan Analysis 2 
4 _Dewn Payment None | 
Ss interest Rate 10% 
6 Term (months) 360! : 
: ‘Loan Amount ' $80,000 [ 
; . 
x) 240' 300 360! 4 
18 719 76 | fia 63! T 
i" $685.1 $646 64 
+2 $698.96 | $672.68 | $661 Sé 
13 $712.91 | $687.32 | $676 Sé 
14 $726.96 . $702 06 | $691 69 
ts S74t11. 310-8. 2706 87 
a gieses- 731.79 | $722 14 
8 | $769.67 | $746 79 | $737 49 
| $764.09 | $761 86 | $752 90 


Values calculated by the Data Table command 


Meh et ete 











ee ‘ 
2.2: 8 


In the Row Input Cell box, enter the reference to the input cell in which you 
/ vs s s afeare . 

You can enter the reference by typing or by selecting the cell. For the 

preceding example, you would enter a reference to cell D6. 


, 4 Inthe Column Input Cell box, enter the reference to the input cell in which 


| 


ee 
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Editing a Table 


You can edit the input values or formulas in the top row of left column of a ta- 
ble. I the Automatic option is selected in the Options Calculation dialog box, 
Microsoft Excel immediately calculates the table alter you edit any cells that 
affect the table results. 


Because the resulting values in a data table are an array, you cannot edit them 
individually. If you try to edit the data table values, Microsoft Excel displays a 
message telling you that you cannot change part of a table. You can, however, 
copy the values. When you do, only the values are copied, not the table formulas 
for those values. For information on the table formulas for the resulting values of 
a data table, see “More About Projecting Figures Using a Data Table,” later in 
this section, 


uuu Selecting an entire table 


If you want to recalculate the table by choosing the Data Table command again, 
or if you want to move or delete a table, you must first select the entire table. 
Microsoft Excel treats a data table as an array range, so you can select it quickly 
with the Formula Select Special command or a keyboard shortcut. The following 
procedure selects the entire table, including the formulas and input values. 


BPIPIPIFIII IIS ge 


i 
5 
i 


5 L399 Fs 


P- > 





To do this procedure, you must be using full menus. 

1 Select any result cell inside the table. 

2 Choose Formula Select Special. 

3 Select the Current Array option. 

4 Choose OK. 

You can also select the array range by pressing COMMAND+SHIFT and double- 
clicking any cell in the array range, or by selecting any cell in the array range und 
pressing CTRL+SLASH (/). 

sian Adding input values to a table 


To do this procedure, you must be using full menus. 


1 Enter the new values in the blank cells adjacent to the original values (either 
at the bottom of the left column or at the end of the top row). 


2 Select the entire table, including the new values. 

3 Choose Data Table. 

4 Fora one-input table, enter the reference for the mput cell. 
For a two-input table, enter the references for both the row and column input 
cells. 


5 Choose OK. 


Microsoft Excel calculates the table with the additional values. 
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uuu Clearing the resulting values in a table 


I you made an error in at 
cell, you can clei 
Values 


able, such as entering the long reference to an input 
ir just the resulting values. However, you must cleur all of the 


1 Select all the resulting values in the table. 
Make sure not to select the lormulas 
Microsoft Excel clears the entire | 
viluies. 


and input values. If you select these also, 
able, including the formulas and input 


Choose Edit Clear. 


Choose OK. 


sua Clearing the entire table 


1 Select the entire table, including the input values, the formulas, and the 
resulting values inside the table. 


2 Choose Edit Clear. 


3 Choose OK. & 


ain Moving a table 


1 Select the entire lable, including the input values, the formulas, and the : 
resulting values inside the table. 


2 Choose Edit Cut. 
Select the paste area. 


Choose Edit Paste. 


uu Converting the resulting data table values to constant values 


Because of the restrictions that apply to editing a data table, you may want to 
a ert the data table results into a range of constant values. so you can edit the 
data table —deleting or inserting cells in the table, for exumple. 


lo do this procedure, you must be using full menus. 
1 Select all the resulting values in the table. 
Choose Edit Copy. 


op DP. : ai,a,% : 
Under Paste, select the Values option 


2 
3 Choose Edit Paste Special. 
4 
5 


Choose OK. 
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More About Projecting Figures Using a Data Table 





“SEO «Guideline 


Data Table Formulas ‘Whe Data Table commiand copies the same table formula 
into every cell in a table. Microsoft Excel encloses the formula in braces, just as 
it does an array formula, to indicate that the cell ts part of a table and that you 
cannot edit the formula. 


MORE ABOUT 


Here are some examples of table formulas: 


Type of table Formula Description 
One-input table with a {(=TABLE(D9.,)} D9 is the input cell. Since 
row input cell the reference is followed 


J 
‘a 
LY 
* 
> * 
.» 
3 
= 
* 
SS 
~*~ 
~ 
_ 
- 
« 
o 
o 
ps 
- 
~. 





by a comma, the cell is a 
row input cell. 


One-input table with a {=TABLE(,E8)) E8 is the column input 

column input cell cell. Since the reference 
is preceded by a comma, 
the cell is a column input 
cell. 


Two-input table {=TABLE(D9,E8)) D9 is the row input cell; 
E8 is the column input 
cell 


ih 
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Speeding Up Calculation of a Worksheet Containing a Data Table = Microsott 
Excel calculates all the formulas that depend on the input cell every time i tests a 
new input value in the cell, or every time you edit one of the formulas used to 
generate the data table results. Therefore, tables usually require more time to be 
calculated than normal worksheet formulas. 


You can control when tables are calculated by choosing Options Calculation 

and selecting the Automatic Except Tables option. Then, whenever you want 
Microsoft Excel to calculate the table, choose Options Calculate Now. For more 
information on controlling calculation, see “Controlling Calculation,” later in this 
chapter. 


Summarizing a Database = You can use a data table to create a summary of totals 
for a database on a worksheet. Microsolt Excel includes functions that operate on 
a database and restrict their operation to the records that meet the criteria you 
enter on the worksheet. To use the same database function repeatedly on a 
database, but with different criteria each time, use a data table. The data table 
input values are substituted into the criteria range and the results of performing 
the database function with different criteria are displayed in the table. 
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Start Date | 


bete 
31412 













nme: et 5/27/90 85 63 
January 11714790, toa. | 
February | 8/9790! $41 92. 
i Merch]] $4918. | 6/1790 8407 
12 Apri] $1097" © 9727790! 44 26 
[13 Mey)) $18511) [10/11/90 40.95 | 
14 lune]] $8407" 1723790 20 52 
Hs July}] $152 00, 4/18/90 10.9? | 
16 August}} $4192" |” 10/28/90] ~~ $26.37 
17) September] $1791 | 12721790] $60 321 
18 October }} $6732) | 12/16/90] ~ $5552 
19 |} November] $9099, |” 42/27/90| ~*§9.69 | 
20 December $125 53 ! 7/14/90 $47.96 
21 | 1" 272780! ~~ $5090 | 
22 | §7a/90} 99.48 | 
23 
24 





he data table formula in cell BS refers to the criteria range, which refers to the 
input cell. As the input cell varies, so does the set of database records that is 


summed. 


The table formula in cell BS uses the database function DSL 
“Amount” field totals. In the criteria range, the first formul 
cell to determine the starting date. The second formul 
functions DATE, YEAR, MONTH, and DAY to Benerale the serial number for 
the starting date plus one month. For information on these functions, see the 

Mu rosoft Excel Function Reference. For Information on working with a database, 
see Chapter 9, “Creating and Using a Database on a Worksheet” 


“Analyzing and Reporting Database Information.” 


Serial number equivalent fo the start date plus one month, 
Comains ="< &DATE/YEAR|B1) MONTH(B1)+1,.DA ¥/B1)) 





Data table formula: =DSUM Database, "Amount" Criteria) 


Serial number equivalent to the start dale, contains’ =">="&B1 


JM to calculate the 
a relers to the input 
au uses the worksheet 


and Chapter 10, 


r¥) 
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Creating a Lookup Table 


: “we ul is bused on 
You can use a lookup table vo tind one picce of wii giats se a a 
ie , “: *u lookup table 
another piece of information For caumple, you can use a Ie # anileid they 
determine the discounts to give to customers based on the type o 
ele 


a 


have and the amount of their invoice. 


\ O18) ) . - - ‘ ‘ - i ‘ lues, called the 
‘ us shown in 


the following tlustration: 









A oe a a 
‘Majer Account Other Accoun 
Inveice _—dDiscount Discount 

















-< 





Compare values 


> - . ‘ - | ! the 


‘ > y 7 Ww. 
: 1 » of the table i > duta in the rows belo 
values in the first row of the table and the di 


, ee pe > a l th > 


p i. as . c } | “a y4 u 
EB ’ 


w Negative numbers (... —11,-10,—-9...) 


a Zero (0) 

a Positive numbers (... 9, LO, 11...) 

Text values, in alphabetical order (A-Z) 

s Logical values (FALSE then TRUE) | a 
You get data from the lookup table by oe the ve en lea ia : 
VLOOKUP, or LOOKUP. When you use a lookup function, 


y . I . 
a 4 


how you set up your lookup table, 
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if Use 

Your compare values are in the first row of the lookup HLOOKUP 
table 

Your compare values are in the first column of the VLOOKUP 
lookup table 

Your compare values aren't adjacent to your data LOOKUP 


In the previous example, you would use the VLOOKUP worksheet function 
because the compare values are in a column. To use this lookup function, you 
must specify three arguments: lovkup value, table array, and col index. 

Lookup value is the value to look up in the compare values, and tuble array is 
the reference of the lookup table. Col_indes is an index number that tells where to 
look in the data tor the value to return; in VLOOKUP. this index number tells 


What column to look in and, in HLOOKUP, the index number tells what row to 
look tn. 


For the previous example, the function VLOOK UP 1 200,A3:C7,3) would look in 
the first column of the table to tind the largest value less than or equal to 1200, 
and then look in the third column of the lookup table to find 5%. 


For more information on the three lookup functions, see the Microsoft Excel 
Function Reference. 

Online Help also provides information on Microsoft Excel functions. You can 
quickly display online Help by choosing the Window Help command. If you are 
using Macintosh system software version 7.0 and a high-resolution monitor, you 
can display Help by choosing the Help Microsoft Excel Help command. If you 
heed reference information on a specific Microsoft Excel function, select the 
Worksheet Functions topic. For information on using online Help, see “Using 
Help” in Chapter 1. 


Creating and Using an Array Formula 


With an array formula, you can enter a single formula that performs an operation 
on multiple inputs and produces multiple results, with each result displayed in a 
separate cell. 

Although you can create almost all worksheet models using ordinary values and 
formulas, you may find that you can simplify your worksheet and reduce the 
amount of Lime you spend entering formulas by using array formulas. Array 
formulas also reduce the amount of memory used by your worksheet. Array 


formulas are particularly useful tor performing the same operation or set of 
operavions on adjacent ranges of cells. 


Inhan array formula, you can also enter a list of constant values—called an array 
CoOnSant— as an operand tor a normal operation such as addition or multiplica- 
Hon, OF as an argument to a function. Using array constants in a formula is useful 
lor producing multiple results or combining several sets of inpuls into One opera- 
tion. Some worksheet functions, such as LINEST, require array constants or 
references to cell ranges as arguments, and return urray constants. 
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For intormation on See 

Entering formulas “Entering a Formula” in Chapter 3 

“Using Worksheet Functions to Simplity Formulas’ 
in Chapter 3 


“Using Array Constants Instead of Cell Ranges’ 
later in this section 


Using worksheet functions 


Array constants 


Understanding Array Formulas 


To understand how an array formula works, first consider how an ee | 
single-value formula works. A single-value formula produces a single “ye Pos 
one or More arguments or operands, For example, the formula =Al+BI produces 
a single result—the sum of the values in cells Al and BI. 





PILLAI LED LO LELS LS CSE AOS 
-4teeo $33 4 


Array formulas differ from single-value formulas in that hey cun pee “ae 
than one result from a group of arguments or operands. For example, the ee | 
formula (=A 1:A3+B1:B3} produces a set of three results --the sum of the ening 
in cells Al and BI, the sum of the values in cells A2 und B2, and the sum of the 
values in cells A3 and B3. Each result is displayed in a separate cell. 


Because array formulas can produce multiple results, you can use array a 
to reduce the amount of time you spend entering repetitive formulas. és ung : . 
array formula can take the place of several single: value a — in “- 
suppose you want to calculate the square rool ol sien number se - ce 
range Al:A5. You could enter five single-value formulas in five cells: 


mint dn ee 






. ‘ 
4) 21 -SORT/AZ) 
9] 3) =SOAT(A3) 
16) 4] =SORT/Ad) 
25) S| =SQRT/AS) 


a 


Single-value formulas 


Or, you could enter one array formula in five cells: 
ES, 


(=SQAT/Al A5/) 


| 
| 


J 


Array formula 





OE 


— 
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x 
You can recognize an array tormula by the braces ({ |) enclosing it. Microsoft 

Excel automatically puts the braces around a formula when you enter it as an 
array, you don't type the braces yoursell, . 3 


Unlike a single- value formula, which can occupy only a single cell, an array 
formula can occupy a rectangular area of cells. Using just one array formula 
instead of several single-value formulas also saves memory. 


You may also find that you can simplify some worksheet models by using array 
formulas. For some calculations, you can replace several different formulas with 
a single array formula that consolidates all of the calculations into one result. 


For example, suppose you want to create a worksheet model to compute the total 
value of your holdings in a number of different stocks. You might have shares of 
three different stocks, each trading at a different price. The value of each stock is 

the product of the price and the number of shares. The total value of your hold- : 
ings is the sum of the value of each stock. To compute the total value of your 
holdings, you could create the following worksheet model using single-value 
formulas: 


2 Amt 


The stock values are produced by three separate 
formulas. =82°B3, =C2°C3, =D2°D3 


Acme ; Apex Apogee 
500 300 | 150 
$10 $18 $50 


|. $8,000 | $4,500 | ___ $7,500 | 





The formula =SUM(B4:D4) computes the sum 
of the three stock values in B4:D4 


First you compute the value of each stock by entering three formulas, =B2*B3, 
=C2*C3, and =D2*D3 in cells B4, C4, and D4, respectively. These formulas 
produce three single values, Then, in another cell, you sum the three single values 
by entering the formula =SUM(B4:D4) to produce the total value of $17,000. 
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a heehee? 5 
RAE Ls oe orn 


as mall. Instead, you can compute the 
SUM(B2:D2*B3:D3)}. 
B2:D2) by its 


In this model, you had to enter four tormul 
total value of your holdings with one array formula: {= | e 
This formula multiplies the number of shares ol euch stock es : mgd 
corresponding price (in cells B3:1D3), and then sums the three resulting p ' | 


as shown in the following tlustration: 
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The array formula (=SUM(B2:02°B3.D3)) computes the array 
of stock values, and then sums the values in the array 


Entering an Array Formula in a Range of Cells | 
a worksheet can be described by single 


; on 
ults that you want to compute 0 chy ae 
rng ; bed only by the multiple values of an 


values. However, some results can be descr Aeganeen 
array formula entered in a range of cells—called an array range. | 
For example, suppose you want lo compule the trend of yom i 
the last six months. That trend is described not by one value, bul . s Pe 
trend values corresponding to the sales 1 each of the last Six sapien pave J 
Excel provides a worksheet function, TREND, that gab ces — swiabind 
you and produces the six values. For information on the TR unction, 


Microsoft Excel Function Reference. 
orksheet can contain only one value, you enter the trend 


‘ause each cell on a w ih obese ete 
raguennarai the following itlustration: 


formula in more than one cell at once, as shown In 


2 ee ae ee ae 
Apr | «(Mayu 
400 | $7,500 , $8,100 
‘000 | $7,000 | $6,000 


| 














Jan =«—sédFre } Mar 
$3,100 | $4,500 | $4,400, $5 
$3,000 | $4,000 | $5,000 | $6 


, 


ee - 


[i ee lee 


The array formula (= TREND(B2.G2)} is entered 
in the array range B3.G3 
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When you enter an array formula, the tormula should produce an array with the fig 


same dimensions ay the array range into which it was entered. Then, Microsoft 

Excel can display each value in the resulling array in one cell of the array range. 

If the resulting array is smaller than the range in which you enter the formula. 
Microsolt Excel expands the resulting array to fill the array range. Ifthe resulting 4 
array iy larger than the array range, not all of the results produced are displayed. 
For more information on how Microsott Excel expands arrays, see “More About ; 
Creating and Using an Array Formula,” later in this secuion. ; 


If you select any cell in the range containing the array formula, the same urray 
formula is displayed in the formula bar. You cannot change or delete individual 
cells in the array range because all the cells share a siigle formula. 

mun Entering an array formula | 


When you enter a formula as an array formula, you are telling Microsoft Excel 
that the formula produces an array as the result of an operation Of contains an 
array Constant as an argument. 


1 Select the cell or range of cells in which you want to enter the formula. 


Che selection should have the same dimensions as the resulting arra 
E 
produced by the formula. 


2 Build the formula using the normal formula entry techniques. 


Make sure that each argument or operand includes the entire cell range or set 
of values you want used for the operation or function. De not type the braces 
around the formula; Microsoft Excel adds the braces when you enter the for- 


mula as an array formula. If you type the braces, Microsoft Excel interprets 
the entry as text. 5 


3 Press COMMAND+ENTER. 


For information on formula entry techniques, see “Entering a Formula” in 
Chapter 3. 


Editing an Array Range 


Because an array range shares one formula, you edit an array range differently 
than ordinary cells. When you edit an array range, you edit the entire range at 
once as Hit were a single cell. You cannot perform uny Operation that changes 
only a portion of the array range. For example, you cannot: 


@ Change the contents of cells that form only part of an array 

# Clear or move cells that form only part of an array. 

# Delete cells that form only part of an array. 

® Insert cells into an array range. 


If you attempt any of these operations, Microsoft Excel displays a message that 
tells you the operation cannot be done for an array. 
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RT ARO 


Although you cannot change or delete portions of an array range, you can format 
cells in an array range independently. You can also copy and paste a cell or range 
of cells from an array range to another part of the worksheet. Microsoft Excel 
adjusts the relative references in the copied formula just as it does with ordinary 
formulas. 
mun Editing an array formula 
1 Select any cell in the array range. 
2 Activate the formula bar. 

The array formula braces disappear when the formula bar ts active. 

Edit the formula. 


Press COMMAND+ENTER. 


sun Selecting an array range 

To perform some editing operations, you will need to select the entire array 
range. You can select it quickly with the Formula Select Special command or a 
keyboard or mouse shortcut. 

To do this procedure, you must be using full menus. 

1 Select any cell in the array range. 

2 Choose Formula Select Special. 

3 Select the Current Array option. 

4 Choose OK. 

You can also select the array range by pressing COMMAND + SHIFI and double- 
clicking any cell in the array range, or by selecting any cell in the array range and 
pressing CTRL+SLASH (/). 

TTT Converting an array range to constant values 


Because of the restrictions that apply to editing an array range, you may want to 
convert the array formula results into a range of constant values, so you can edit 
the cells in the array range. For example, you can insert or delete cells in the array 
range once the range has been converted to constant values. 


To do this procedure, you must be using full menus. 
Select the array range. 

Choose Edit Copy. 

Choose Edit Paste Special. 

Under Paste, select the Values option. 


Choose OK. 


onto nyo — 








ae 
'- 


WEEE 





48 


5235 


ee 


. a ee eee 


Peer eree eee eee eee eee tee eee 


Chapter 7 Analyzing and Calculating a Worksheet 











= 5d) eit, 









*.¢ 


Oded ered Sage i * 













aus Clearing an array range 
1 Select the array range 
2 Choose Edit Cleat 


3 € ‘hoose OK 


Using Array Constants Instead of Cell Ranges 


In an ordinary formula, you can either enter a reference to a cell containing a 
value, or type the value itself ito the formula. Sunilarly, in any array formula 
Where you use a reference to a range of cells, you can instead type the array of 
values contained in the range of cells. The array of values you type ts called an 
array constant, Generally, you use array Constants in place of references when 
you don’t want to enter each constant value in a separate cell on your worksheet. 


To enter an array constant in an array tormula, type the set of values directly into 
the formula and enclose them in braces ((}). Separate values in the same row 
with commas. Separate the rows of the array with semicolons. 


When entering an array constant, you must type the braces around the array 
constant, Microsott Excel does not automatically add the braces for you. Ifa 
formula Contains an array Constant and produces an array as a result, you must 
enter tas an array formula by pressing COMMAND+EN TER. Otherwise, the 
formula operates on only the first value in the amray Constant, 


For caumple, to use the follow iy array in a formula: 


iZ0 
456 


you would type: {1,2,3;4,5,6) 


The array constant { 1,2,3;4,5.6} is a 2-by-3 array because it Consists of 2 rows of 
3 values each, or 2 rows and 3 columns. You can use an array Constant in place of 
a cell range reference in any formula that uses multiple operands or arguments. 


bor example, suppose you sell one type of lumber in four different lengths. The 
longer the lumber, the lower the price per foot. You could enter the lumber 
lengths and their corresponding per-foot prices in worksheet cells and use an 
array formula to calculate the price of the different lengths, as shown in the 
following tlustration: 











oe a a es 
Length in feet Price/foot Price/unit 


1 
i 3. $400 | $12.00 | 
Z 6 $375 | $2 50 
4 3 (fae | aes | 
5 12 $250 | 30 00 
6 . 
a = , Ls ores 





(=A2A5'B2:B5} 
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Or, you could replace the reterence to celly B20B5 ta the array formula with the 
array constant {4,3.75;3.25,2.5) and delete column B. reducing the size of your 
worksheet and increasing the number of cells available tor other data: 


A 1 wen 
3} $12.00 | 
6é| $22.0 
ee 
2 30 00 


| | 





[=A2:A5 {4,3.75,3.25.2 5}) 


Array constants can contain numbers, text, logical values, oF errot values. These 
values must be entered in formats accepted in a formula. Numbers can be in inte- 
ver, decimal, or scientific format, but cannot contain dollar signs, parentheses, or 
percent signs. Text must be enclosed in double quotation marks. You can also 
include different types of values in the same array constant 





Here are some examples of array constants: 


Type To get this 
{10,20,30,40} 1-by-4 array: 10 20 30 40 
100;200;300 3-by-l array: 100 
o | 200 
300 
{7,8,9;"x","y","2"} 2-by-3 array: 7 8 9 
| x y z 


The values in an array constant must be constants and not formulas. For example, 
you could not use {1+2,3+4) as an array constant. Also, you cannot enter array 
constants that have columns or rows of unequal length. For example, | 1,2,3;4,5) 
is not a valid array constant since the first row contains three values and the 
second row contains only two values. 


Microsoft Excel does not allow you to list cell references or names in an array 
formula the same way that you list constants. For example, you could not use . 
{A1,B1,C1} to represent the array containing the values incelly Al, BI, and C ‘ 
Instead, you must use the cell range reference AI:C1 or enter the values of those 
cells directly in the array as constants—for example, | 10,20,30]. 
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heh? 















| Array consti ror r 
esulie { “hl Wits are also bi, uselul i worksheet hunctrons. In in eXal | > 1 a 
. mp HH iMis section, the TREND function Was used lo Compute tt 7 ma 4 ate gaa pieces 
OF Jdiitial | ; 2 ’ : ‘ ; C ihe sales tres , ' 
siete ae Ihrough June) You can add an aay Constant as an argument to ar Loner Bice apatite ae 
‘ clion 4 : » Smee on . Is r 
Ge iher Beomaats pike “i Sg ae trend for the next three months of sales = LOOKUP (array form) Requires an array or cell range as an argument 
ee = 2,1 /,5,9})), the array ¢ on". Ps 
Microsoft Excel to calculate the seventh ptm anne a {7.8.9} tells MATCH Requires an array or cell range as an argument 
/ eighth, and ninth values | 7 : 
¢s for the trend: . MDETERM Requires an array as an argument 
; A z © : 2] 3 ot ann Se ee — MINVERSE Always returns an array 
2 jActuel sales | $3 ’ : ' x 3 pr : Mey ; Je — = [ a a: ’ 
gene erst, $3.00 , $3000 $000 | GS G00 147.880 pa toy” ON AM See — sg ouieneacealen | 
s | pine ETBOD {$8,000 ; $9,000 {$19,000 |811,000 . NAMES Always returns an array ih 
5 my == = Sa 4 (macro-only function) 8 
{= TREND(B2 G2. (7,8.9})} z ROW Returns an array when the argument is a range NS 
4 RES: 
Note that the two consecutive comm sas ROWS Requires an array or cell range as an argument he 
as Delore * orn: ' : RS 
silsSilia cada wae ice. t elore the array constant {7.8.9} denote a ‘ SUMPRODUCT Requires arrays, cell ranges, or values as Rt 
» afeament in the function, not columns in the array. : ee : 
: ! TRANSPOSE Always returns an arra 
Using Array Functions 4 J : 
Microsott Excel include q TREND Requires arrays or cell ranges as arguments and 
ane at an tiudes some worksheet and macro sheet functi can return an array 
arrays of values or require either array c eet functions that return 
vaccine T : einer array Constants or references to cell ranges as 7 VLOOKUP Requires an array or cell range as an argument 
areuments. These functions ure: le 
. gg WINDOWS Always returns an array 
Function name Array usage : (macro-only function) 
APP 
ua ee Can accept an array as an sniiieiiia : WORKGROUP Always returns an array 
only function) » (macro-only function) 
COLUMN 
Returns an arra 
y when the argum 
COLUMNS gument is a range P ee iar ‘oa a%s ar asia 
There are also other functions that can take either single- value arguments or array 


Requires an ar 
fay or cell range as an ar 
um om . 
CONSOLIDATE Requires that the list of so oirnene arguments, These functions return ditlerent results when used with array argu- 
urces be entered as an 4 ments. For information on the arguments accepted by cach of the functions and 


(macro-only function) arra 

DOCUMENTS pleas an ar the results they return, see the Microsoft Evel Function Reference. 

(Macro-only tunction) open fay when more than one document Is If you enter a function that returns an array, you should enter the function as an 

FILES Always returns a array formula in an array range that matches the size of the array returned by the 

(Macro-only function) ne function. If you don’t enter the function as an array formula in an array range, the 

FORMULA.ARRAY Always return 3 function may return only a single value displayed in the selected cells or it may 

(macro-only function) = an apray | return error Values, depending on the function used, 

GET.DOCUMENT Returns an array wt Before you enter a function on a worksheet, you need to Know what the function 
| (macro-only function) used y when certain argument values are returns. For example, the MINVERSE (matrix tiverse) Lunetion, returns ai array 
GET.WINDOW Returns an arr the same size as its argument. This function should be entered as an array in an 
| (Macro-only function) used ay when certain argument values are . a array range the same size as the argument array. Another tunetion, TRANSPOSE, 

GROWTH Resiiivok a returns an array with the opposite dimensions of tty argument, TH the argument ts 

ps a i cell ranges as arguments and one row by three columns (a so b) -3 wry ), then : result Is it 3-by- l array. For 

HLOOKUP ss y example, the array formula |= RANSPOSE([1,2,3: A "a +s )} lakes the: 

INDEX (¢ equires an array or cell range as an argument | 2-by-3 array und returns the 3-by-2 array | |,As2,B, 3.C}. Use the I RANSPE ISE 

(array form) Requires an array as an argument and can ret function on the result of an array formula il you want to enter the formula in an 
om array range with the opposite dimensions of the resulting array. 


an array 
For more information on using functions, see “Using Worksheet Functions to 


LINEST 
Simplify Formulas” in Chapter 3. 


Always returns an array 
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Guidelines 


Relative Reterences in Array Formulas — Relative references in an array formula 


ale always Considered to be relative to the upper-lell corner cell of the array 
range 


Using Arrays as External References You can link a range of cells on one 
Worksheet to a range of cells on another by entering the external cell reference 
as al array. Entering the external reference as an wray formula instead of 
separate references reduces the amount of memory used by your worksheet and 
chsures that the range cannot be accidentally disrupted by editing individual 
cells. For example, if the worksheet Worksheet! contains Values in cells 

BS:E8 that you want displayed in cells D3:G3 On a second worksheet. and you 
dont need to edit those cells individually, you can enter the array formula 
{=Worksheet! 'SBSS:SE$8} in cells D3:G3 on the second worksheet. Then when 
you change the values in cells B8:E8 on Worksheet 1. Microsoft Excel updates the 
range of cells D3:G3 on the second worksheet 


How Microsoft Excel Expands Array Operands, Arguments, and Results When 
you Use an wray as an operand or as an argument to a function, all other Operands 
OF arguments to that function should be the same dimension as the first array. If 


necessary, Microsoft Excel expands an operand or argument to the dimensions 
required by an operation. 


For example, in the formula =SUM({1,2,3}*4), one operand to the multiplication 
Operator ts a |-by-3 array and the other is a single value. In evaluating this for- 
mula, Microsoft Excel automatically expands the second vperand to a |-by-3 
array and evaluates the formula as =SUM({1,2,3} *(4.4.4)). The formula’s result 
equaly 24, which is the sum of 1*4, 2*4, and 3*4. 


When determining how to expand arguments, Microsoft Excel considers the 
dimensions of all the afeuments used in the operation. Each argument must have 
the same number of rows us the argument with the Efeatest number of rows, and 


the same number of columns as the afeument with the greatest number of 
columns, 


If an argument is a single value, ora | by-1 array, Microsoft Excel expands the 
argument by repeating its single value as often as hecessary lo produce the 
desired array dimension If an argument is a one-row or one-column array, 
Microsott Excel expands the argument by repeating its one row or column of 
Values. Otherwise, if an argument is an array with multiple rows and columns, 


Microsolt Excel expands it to the proper dimension by filling the airay with the 
#N/A error value. 


Microsoft Excel expands operands the same Way IL expands arguments, 
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a ie = te 
SE PEE PEP Ped PE ee TS 4 a'eg te eds ores 
. . = 





L ‘ ‘ ‘ ‘ ‘ pal 


The arguments are And produce 


In this formula expanded to this “e: ie 
=1+{1,2;3,4} {1,1;1,1}+{1,2;3,4} - { ale 
={1,2,3}"(2;3} (¥.,2,9; 82.0) (2,e:2.3,3.9) ibe ase a 
={1,2})+{1,2,3;4,5,6) {1,2,#N/A;1,2,4#N/A} + {2,4,4#N/A,5, 7, 


(1,2,3;4,5,6} 
(2,4,#N/A;7,9,#N/A; 


3,4: . 1,2,#N/A:3,4,#N/A: 4 #N/A 
— Ayre pean #N/A,#N/A,#N/A} 
= #N/A,#N/A, #N/A} 
=MOD({5,6,7},4) MOD({5,6,7},(4.4,4}) (1,2,3} 





W anpe ‘ells with the 
ormul ‘ler iin a range of cell: 
Ing an arr mula, you should e1 ¢ " , 
entering an array lor , sates Oe ee 
ny alas as the resulting array produced by the lormul : I ea 
ame e S a su pecemes ee | 
E: el can place each value in the resulting array in one cell of the array 
XCE i i | ‘ 
“thi ‘urray range, Microso 
If an array formula produces an array smaller than the array rang — 
E ” | expands the resulting array, as described earlier tor ih i ra 
*xce . : stant” Be | wee 
ih ; glace in the array range. Hf the array formula proc oni | 
values are ple ye oe 
han the array range, the excess values do not appear on the na 
than , . Fig ON 
: > the formula ={1,2,3)*{2,3,4} produces the I-by Surray { 2, 7 
ian 2 3 array range, Microsolt Excel expands the 
you enter this formula into a 2-by-3 array range, 


E >\- 
result to {2,6,12;2,6,12)}: 





(=(1.23)12,3,4}) 


unpe Excel expands the 
If you enter the formula into a t-by-4 array range, Microsolt [ 
result to {2,6,12,4#N/A)}: 





[=(123 (23.4) 
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Tips = 

2 O 
Checking an Array for a Specitic Value You, ause the OR function in an array | ie) 
hormula to see dan array comams a Particular value. bor example, if an array wy 4 = 
HHO List Comtams a list of account Numbers, and ia cell named AccountNum : tw 
COHLUTS Obe decount number, then the lollowiny formula returns TRUE if the 5 a 
VCCOULEMUMDEL OCCUFS anywhere mi the bist Of decouml numbers sa 
=OR i ACCountNume=tast = 
Phe formula sell must be entered as an array. oF Microsott Excel « Hl check only 
the first clement in the Hiray OF account numbers. The array lormula automats- ; 
Cally translates the stigle value AccountNum into an array that is the same a 


size as Last and then compares Account 
MOrMatON On how Microsott Excel i 
“Converting Data Types” inthe 


Num to each element in List. For more 


anslates arrays and other data lypes, see 
Vic hosafl bv el he eke lion Referen <". 


Using Arrays in Custom Functions = You can create custom worksheet functions 


that operate on arrays or produce arrays as results. In the custom worksheet func- 


HON, you specily that the data ype for an argument or result is the array data type E 
rather than a single-value data type. For more information on creating Custom 
hunetons, see Chapter 17, 


“Creating and Using Custom Worksheet Functions.” 


Plotting Array Constants on Charts You can entes way Constants in a series 


lormula ona chartal you want to plot a set of constants. Kor example, the formula 
=SERIESC’ Actual", | “Pens” “Chips” 


— Pape" ).{ 10.20.30) 01) plots the values 10, 
20. and 30 in the categories Pens. Clips, and Tape, respectively. For intormation 


on using the series formula in a chart. see “Adding, Editing, and Deleting Chart 
Data” in Chapter 12 


Extracting Values from an Array 
lunection to extract a single v 
of Colum ol values cont 


You can use the array form of the INDEX 
ulue Contained in an array range of to extract a row 
ained in an array range. You can then use the extracted 
Value or values as part of another formula. bor information on using the array 
lormot the INDEX function. see the Microsoft Excel Fun ton Reference. 


Reducing the Size of an Arra y Range 
select the array. activate the formula b 
HHiaty Formule is an ordinary formula. 


To reduce the size of an uray range, first 
ar, Und press OPHON+tENTER lo reenter the 
Then select the smaller rape you want to 


COMMUN the array, activate the lommiula bar, and Press COMMAND+ENTER to enter 
the array formula. You can then select and clear th 


e cells that were lormerly part 
Of the array but now contain ordinary Lormutias 


. . Re ( 
+p a +? . : { 
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Troubleshooting 


: . : 
SCIC( 4 | ‘ W iu it sy ‘tl Licrosoll “ACEI CL } ‘ y: ‘ 
‘ ; 14 Wp ral LL . '\ | X lisp iVS al 
"IEC yt ol More than the allo ct : . | e oe 
= wi un | does not cnlel the array hormula lo cn 1 ill aida il 
CSSa Ie 4 : \ 4 y lt More th i] 


us und enter each 
6.500 cells. divide the array formula into several array bormulas i 

»,500 cells, ‘ 

array formula in a smaller range. 


, ‘oba- 
j d of Multiple Results = You pro 
Produces a Single Result Instea — pea ge ac 
achive formula as an ordinary formula instead of an array formula, Make 
y el Cc e ‘ “4. . 


, ‘nter the formula 
sure to hold down COMMAND when you enter the 


1: wdinary tor- 
ts has an operand i an ¢ ) 
,T array Constant of cell Paliee re 
f you enter an array | ‘ntered as an array 
| ie the formula produces a different result than when i o ee 
. Ne re the . : 
for nula. In an ordinary formula, an operator operates on vi f you enter the 
a : »resull. kor caumple, if ye 
tet ‘es Only a single resu 
array constant and produces ¢ | sich saalbe, as Smet 
i - tl > 44 2.3.4) as an ordinary formula, Microsoll emus ne 
rmula ={ 1,2,- siti 1 er uu enter the ‘ 
( ne in each array and produces the single result you oe eas 
WO Vi . . . ou enle . 
a an array formula, 1 produces three results, 3, 5, and a sp tiniest acl nelle 
ah . é , . ‘ral i b 
: 1 of array constants into an ordinary formula, the ae ) ROO esi 
sleat i : » fo ui 
fe : HW values in the same row or column as the formula é a apenas 
we CEM Ve . : . a returns the AVENIE. 
Scaieeat row or column with the cell range, ti patente D1*B2:D2) as an 
; ‘nier the formula =: ei 
‘or Value. For example, if you enter > are multiplied: 
ror Value. For exai ) 3 : if and B2 are multiy 
vaalaiies formula in column B, only the values in cells BI anc i 
ordinary 





When entered as an ordinary formula in column B 4 
=SUM(B1.D1 ‘B2.02) 1s equivalent to =SUM/B1‘B2) 


aia single cell, 
H ver, if you enter the sume formula as an array ening : <pepapuidinia 
ywwever, wat bo shad <3 
a ft Excel multiphes cach value in cell range BIL ) ode taes 
CTOM 4 s ae ra 4) ‘ 4 ae 
cell range B2:D2, and then sums the resulling array Of | 
value ince =e, 


a | Bits =e Ba fer ea = | 
A See! eee 
i sanity sont 300) 150 








2 |Price | $10 $15 | $50 | 

r | 
~ 4 |Totel velue ; 

6 | | | 

6 a 





Comains (=SUM(B1.D1°B2:D2)} which equals 
500°10+300* 15+ 150°50 
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Seeking a Value That Solves a Formula 


() ; 
Hon Vou Kiow the vate JOU Wan a formula to return 


lommiula needs to reach that \ 


but not the values the 
; dlue, Lo solve such a formula 
\ , . . . 
eeCAing When you use poal seeking. Microsott Excel 4 
YOUSpPeCHy until a formula dependent on th 
C\atiple, 


you cun use voul 
aries the value ina cell 

al cell returns the value you want. For 
alculate the Monthly sales revenues you 
Are given that your monthly overhead is 
Nes You from time consuming trial and error when doing 


you Could use pout seching Lo ¢ 
Heck lo Maan an & pereent protit im 
D1.690. Goal sechiny si 


“what ap abhaly sis 


Online Help also provides MNTOMMAION On Scckine 
Podisplay online Help. choose the Window Help 
Sy ole sollMare version 7.0 
Window menu, displ 


i Value that solves a formula 


P command. I you are UsIny 
and the Help command does not uppeur on the 
a) Help by pomtiny to the Hel 
Microsolt Excel Help command. Bor inform 
the Commands lopic. bor mtorm 
Chapter | 


PMmenu toon and choosing the 
aon on a specific command, select 


HOH On Using Online Help, see “t ‘sine Help” in 


uuu Seeking a specific solution to a formula 
lo do this procedure. you Must be using tull menus. 


1 Select the cell Containing the formul 


ator which you wan ‘cific 
ne ka ) (to find a specific 


€ Choose bornula Gioul Seek. 


lithe To Value bOA, cnler the vy 


3 
4 Inthe By Ch 


Value 


dlue you want 


angie Cell box, enter the reference of the cell cont 


3 uining the 
lo be Changed in soly ie forthe result you want : 


You can ly pe the relerence of select the cell 


Be sure lo ente , 
| cnter the reference o 
aecll that contains a value ih cbr 


al the orizinal formula depends on 
oF indirectly, Do not enter the reference of 


5 Choose OK. 


cither directly 
a cell contaiminyg a formula 


A dialog box shows the status ot the goal seeking 


6 I you want to pause while goal seeking, choose the P 


can use the Step button to continue xo 
continue normal po 


uuse button. Then you 
al seeking one step at a time. To 
al secking, choose the Continue button. 


When goal seeking is complete, 
Specie solution you want ¢ 
Hessape 


Microsott Excel displays the results. If the 
annot be reached, Microsolt Excel displays a 


ches the solution you w 
loenter the solution value in the cell used in 
lo cnter the solution value in the cell, choose 


ait for your formula, choose OK 
goal seching. Hf you don’t want 
Cancel. 

If you choose OK and replace an old vy 
change your mind, choose Edit Undo 
seching ts finished. 


dlue with the new solution but then 
Goal Seek immediately after poal 


iT ee 
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Using Iteration to Solve a Circular Reference Formula 


Tips 


Another Tool for Seeking Solutions = Mictosott bexcel includes another tool tor 
linding solutions to formulas. Microsolt Excel Solver iy a program that can tind 
solutions to problems that have multiple variables and multiple limitations. bor 
Information on Solver, see the Microsoft kvcel Solver Uyery Guide included in 
your Microsolt Eacel package as 


Using Names in Goal Seeking = |i the Gioal Secking dialog boa, you can tse 
Names mstead of references in the Set Cell and By Changing Cell boxes 





When a formula refers back to ity own cell, either directly or midirectly, it ts 
called a corcudar reference. Vo solve such a tormula, Microsott Excel must use 
eration, which ts the repeated calculation of the worksheet until a specific 
numeric condition ts met. Without iteration, Microsott Excel is unable to 


4506006640486 444% 


calculate circular references because it ts searching for a value that cannot be 
found. 


sesater 


as 


For example, suppose you need to compute an cinployee bouus that is LO percent 
of net profit, while the net protit depends on the amount of the bonus. Your gross 
protit ts $1,000, your net profit equals the gross prolit minus the bonus, and the 
bonus is 10 percent of the net profit. The following illustration shows the formu 
las to calculate the bonus and net prolit: 





ee Se 
Gress Profit 1000 

Net Profit | =Gross_Profit -Bonus 
Bonus =Net_Profit*1us 


é | 
4 





2 
3 
a 
2 


The formulas for the bonus and net profit Contam a cucular relerence because 
each formula reters to the other. To calculate such formulas, you need to use 
eration, With each iteration, Microsott Excel calculates each cell involved in 
the circular reference once using the results of the previous eration. 


You control iteration with the Options Calculation conmiand, either by limiting 
the number of iteration cycles or by setting a limit to the maadnun amount ol 
change ina value trom one tleration cycle to the neat: When Microsolt Excel 
calculates the worksheet, i calculates circular references until i cither erates the 
number of times setin the Maximum Herations box of until all cells change by 
less than the amount in the Maximum Change boa, whichever happens first. 
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et eeemesens 
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C) 
qu 


iiJ 
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~= 


suas, Turning on iteration 
] 


Choose Options Calculation 
© turnon the lteration check box 


Inthe Maximum lerations box. type the m 


aXiMuM number of terations you 
Walt Microsott Excel to perform, 


Phe more werations you specily, the longer your worksheet takes to calculate. 


hor large worksheets, Keep this number to around 100. 


In the Maximum Change box, type the maximum change between iterations. 


Phe smaller the number you specily, the longer your worksheet takes to 
calculate and the more accurate your answer ts. 


2 Choose OK 
Microsoft Excel displays the progress of iter 


lormula bar, To stop calculation while 
COMMAND+PERIOD 


alion in the lett side of the 
Microsott Excel ts erating, press 


More About Using Iteration to Solve a Circular Reference Formula 


“hE” Guidelines 
Using the Default Settings for Iteration Unless you change the default settings 
lor iteration, Microsoft Excel Stops iterating after LOO iterations or after all values 
in the model change by less than 0.001 between erations, 
Iteration and the Order of Calculation Because Microsott Excel calculates work- 
sheets based on formula dependencies, the order of calculation is not by row or 
column. Therefore, do not build an iteration model that depends on the order of 
calculation. 


Troubleshooting 


Cannot Resolve Circular References 


Microsoft Excel cannot resolve formulas 
with curcul 


af relerences using normal calculation. When you make a circular 
relercnee, Microsoft Excel displays a Message and the status bar indicates a cell 
involved inthe cucular reterence. Uf the circular reference ts accidental, you need 
lo redesign the formulas o1 logic to break the circul 


cucular reference intentionally, use the Options C 
Heration, 


ar relerence. If you are using a 
alculation command to turn on 
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Using Iteration t0 Solve 4 Citculat Relerence Formula Ea 
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. If Iteration Cannot Reach a Solution = Dininiy wteration values usually move 

‘ closer to the correct solution with cach tteration. Plus is called caver venee 
ea Ovcaustonally, however, values move larther away from the correct solution with 
< each teration This ts called divergence. your equations diverge during 

ileration, ry varying the initial values used in the equations by some Np pin 

a amount. IE you do gel a convergent answer, you can multiply ov divide al . ia 
O Values to return to your original mitial values, Some sets of equations will diverge 
= 


because they have no solution. 


Controlling Calculation 2 


Calculation is the process of computing formulas and then displaying the results | 

e ; j j ) 
as Values in the cells containing the formulas. In Microsott Excel, you can conti 
when calculation oecurs and you can use calculation options to control other 
aspects of calculation, 


For information on See | . 

Entering formulas that calculate “Entering a Formula’ in Chapter 3 

values 

Changing how calculated results are “Formatting Worksheet Data” in Chapter 5 

displayed ; 

Combining and automating formulas Chapter 17, "Creating and Using Custom 
Worksheet Functions’ 


Referring to data in other 
applications 


“Linking Documents” in Chapter 8 


Online Help also provides information on controling calculation. Po ania 
online Help, choose the Window Help commana. If you are using sy shen 
software version 7.0 and the Help command does not appear on the W ane 
menu, display Help by pointing to the Help menu icon and Ria the st 
Microsoft Excel Help command. For information on a specttic conta * eel 
the Commands topic. For information on using online Help. sce “Using Help” in 
Chapter |. 


Calculation in Microsoft Excel 


Pet Culeuls ' sAcel calculates cells selects vly 

To speed up worksheet calculation, Microsott t . c | ee ee 
tkExce ; SE CETIS ecle y we 

Whenever possible, Microsoft Excel updates only the ‘ 

you change, thus avoiding unnecessary calculations 
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NOTE 






Michosolt Excel calculates on the basts of the Ulderly ine stored values in cells, 
hather than the Values as you have formatted then to be displayed. Phis means 
that you can tse the hornat Number command to change the appearance of a cell 4 
Without aiectiig its formula or stored value You can specily that Microsoft ; 
vce calculate lommules on the basis of displayed values, so you can see the 
results of Calculating with the rounded figures shown onthe worksheet. This is 
usctul for calculating figures based on monetary amounts For more information 


on calculating using the display cd values, see “Calculating Using the Displayed 
Values.” later in this section 


While Mictosott kacel is calculating, you can choose Commands of perform 
actions such as entering numbers of formulas. Microsott Excel lcmporarily 
iicrrupts Calculation to carry out the other commands or actions and then 
resumes caleulation, While Microsott Excel ts calculating your worksheet, it 
displays the number of cells being calculated, to the lett of the formula bar. If 
the calculation is completed quickly, this message may not be displayed. 


When you start Microsott Eacel tor the first time, calculation is automatic. This 
iheans That immediately alter you make changes im a document, Microsoft Excel 
calculates any formulas affected. You can set calculation so it occurs only when 
you Wantit to by selecting the Manual option in the Options Calculation dialog 
box When calculttion ts manual, you must choose the ( ptions Calculate Now 


command to start calculation. You can choose to calculate all open documents or 
just the active worksheet 


You can also freeze formulas by replacing them wath the resulting values, save 
worksheets without first calculating them, and specify other culculation-related 
uplions, such as what starting date to use tor date serial numbers. 


Microsoft Excel doesn't calculate macro sheets as it does worksheets. Formulas in 
a macro sheel are Calculated one formula at a time and only when the macro or 
custom worksheet function on the macro sheet is run. For information on using 
macro sheets, see “Creating and Opening a Macro Sheet” in Chapter 18 


Using Manual Calculation 


Whenever possible, Microsoft Excel calculates only the formulas affected by 
changes but you can turther speed up the response time of Microsolt Excel by 
Changing from automatic to manual calculation. You may want to do this when 
entering of editing many formulas ina complex worksheet. Changing to manual 
oF automatic calculation atlects the way all open worksheets are calculated. 


Switching to manual calculation also saves time if you are working with charts, 
because, With automatic calculation, Microsott Excel redraws any open charts 
Hoked to or created on the active worksheet when you change worksheet values 
on which the charts depend. And, because data tables slow calculation, you may 
hot want to calculate them every time you enter a new value on the worksheet. If, 
however, you still want all other formulas calculated automatically, you can 
select the Automatic Except Tables option in the Options Calculation dialog box. 
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Replacing a Formula with Its Calculated Value 


Your worksheet may Contain fomnulas whose values you want to freeze. bor 
eXample ah you close oul your worksheet atthe end of the month. you may want 
lotiake conn Values permancut You can dose by replacing the underly ing 
hormitihas wath the calculated salues 


Replay formulas with them resulting values speeds up worksheet calculation 
ants particularly usctal il you build new sets of worksheets that always depend 
on eXsting Worksheets for certin Values. bor example. ud your worksheet for the 
current month always starts with the closing values trom the previous month's 
worksheet, replacing the Lormulas inthe previous mouth’s worksheet with values 
reduces calculition tine when you open both worksheets. You can use the , 
Options Calculate Now command while the formula bar is active to replace a 
Stigle Lormula with its Calculated value, or you can use the Edit Copy and Edit 
Paste Special commands to freeze the values ina range of cells. 


Visoo i you Want fo use a constant ina formula, but you need to pertorm one ot 
Hore mathematical operations to determing the constant, such us multiplying two 
Values, you dont have to resort to your calculator or a separate formula. Instead 
you can type the entire formula inthe formula bar, mecluding the portion that | 
calculates the constant, select the portion of the formula that calculates the 
constant, and calculate iw before entenmy the entire formula. 


Replacing a tormula with its value permanently removes the formula. If you 
inadvertently replace a formula with a value and want to restore the formula 
choose the Edit Undo Entry command immediately after entering or pasting 
the value. Or, if the formula bar ts still active, click the cancel box or press 
COMMAND + PEHIOU to restore the previous entry 


att Replacing an entire formula with its calculated value 


1 Select the cell containing the formula you want to replace with the resulting 
Value, 


Activate the tormiuha bas 
. § ‘hoose ¢ PLONS Calculate Now. 


4 Click the cuter box oF press ENTER 


mitt Freezing the values in a range of cells 
odo this procedure, you must be using full menus 


f  Baks » gartiine x: 
Select the cells contaming the formulas you want to replace with their 


resultiny values. 
Choose bait Copy 
> Choose Edit Paste Special 
4 Under Paste. select the Values option. 


YD Choose OK 
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mau Calculating a portion of a formula 


1 Select the cell contaminy the formula or type the lornmula in the formula bat 
2 Inthe formula bar, select the portion of the formula you want to calculate 

3 Choose Options Calculate Now 

4 Chick the enter boa of press ENTER 


Calculating Using the Displayed Values 


When you create a new worksheet, Microsott Excel stores values al full 
precision—-15 digits- and all calculations use the entire stored value no niatict 
how the values are formatted and displayed. If you display numbers wath less 
precision than their stored values, the displayed numbers are rounded. This may 
cause some formulas to display results that appear incorrect, although the 
underlying values are correct. For example, if wo cells each contain the value 
23.006, and you add them together in a third cell, the result is 46.012. Tt all 
three cells are formatted to display only two decimal places, the result ts 
23.01423.01=46.01, which appears to be wrong. On the other hand, 1 

you calculate the worksheet with the displayed values, the result ts 
23.014+23.01=46.02. 


You can tell Microsoft Excel to calculate a worksheet on the basis of the 
displayed values instead of the stored values by turning on the Precision As 
Displayed check box in the Options Calculation dialog boa; this option aflects 
only the active worksheet. The Precision As Displayed check box does not allect 
numbers formatted in the General number format. Numbers in General format are 
always calculated with full precision, Turning on the Precision As Displayed 
check box slows calculation because Microsoft Excel must round off the numbers 


as it calculates. 


Turning on the Precision As Displayed check box for a worksheet permanently 
changes constant values stored on the worksheet to their displayed values 
Turning off the Precision As Displayed check box does not restore the original full 
precision values. Because you lose accuracy with precision as displayed, 
Microsoft Excel asks you to confirm the change 


sun Calculating with precision as displayed 
1 Choose Options Calculation 

2 Turn on the Precision As Displayed check bor 

3 Choose OK. 


Microsolt Excel displays a message ashing for combination 


4 Choose OK. 
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Saving Worksheets Without Calculating 
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1 ' : . 
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Changing Date Systems 


Microsoll frac cl stores hates as scrial numbers 


Phe scrial number that 


corresponds to a date differs depending on the date systcn thal was in etlect 
bt ) 


when you entered the dates 


Microsoft Excel offers two date sy stents the 1900 date system and the 1904 


date system. The 1900 date systent ts the d 
Windows or Microsott Excel fot OS/2, and by Lotus 1-2-3) Tn the 1900 date 


al number | corresponds to the date January 1, 1900, the serial 


system, the ser 
number 2 corresponds to January 2 1900, and so on. Phe 1904 date system ts the 
Macintosh. Inthe 1904 date 


date system used by Microsoft Excel tor the Apple 
al number | corresponds to the date January 2, 1904, the date 


ate systca uscd by Microsoll Excel tor 


- 
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system, the date ser 


serial number 2 corres yonds to January 3, 1904, and so on 
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sheet using the Options Calculation 


You can change the date system fora work 
ant to be compatible wath Lotus | 2-3, S: 


command. When entering dates that you “ 
use the 1900 date system. Also use the 1900 date system for a worksheet tf the 


other worksheets you Will be using wh that worksheet use the 1900 date system 


When entering dates that you want to be compatible with Microsoft Excel tor the 
Macintosh version 1.5 or earhier, use the 1Y04 date system. Also use the 1904 
date system for a work-sheet if the other worksheels you will be using with that 


worksheet use the 1904 date system. 


Changing the date system attects only the active worksheet and only new dates 
that are entered. Dates that have already been entered are not converted when 
you change date systems, the date serial numbers for already entered dates 
remain the same but those date serial numbers produce different dates after you 
change date systems Theretore, you should always choose the date system you 
want to use tor a worksheet before entering any dates in the worksheet 


nn Switching between the 1904 and 1900 date systems 


1 Choose Options Calculation. 


2 ‘Touse the 1904 date system, turmlon the 1904 Date System check box 


To use the 1900 date system, turn off the 1904 Date System check box. 


3° Choose OK. 


For more information on dates in Microsoll Excel, see 
Data’ in Chapter 3 
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Making Manual Calculation the Default Calculation Setting = Microsoft Excel 
always sets calculation to match the setting used for the first opened worksheet 
when you start Microsoft Excel. If you start the Microsoft Excel application 
without opening an existing document, so that Microsoft Excel creates a new 
worksheet when it starts up, calculation is set to automatic even if you had set 
calculation to manual before you last quit Microsoft Excel. If you want Microsoft 
Excel to set calculation to manual when you first start Microsoft Excel, do not 
start the Microsoft Excel application directly, but open a worksheet that was 
saved when calculation was set to manual. Opening the worksheet starts 
Microsoft Excel and causes Microsoft Excel to use the calculation setting used 
when that worksheet was saved. 


Resolving Circular References You can use Microsoft Excel to calculate - 
formulas that depend on each other for their results or to solve simultaneous 
equations. If two formulas depend on each other for their results and, therefore, 
contain references to each other, Microsoft Excel displays a message warning you 
that it cannot resolve the circular reference. For these formulas, you can use the 
iteration options in the Options Calculation dialog box to find the values that 
resolve both equations. 


For more information on using iteration, see the preceding section, “Using 
lteration to Solve a Circular Reference Formula.” 


Circular references can also occur due to faulty logic on the worksheet or in- 
correct cell references in formulas. To find the references that are causing the 
circular reference, you can use the Info window to view and trace the depen- 
dencies of cell formulas on each other. For information on tracing worksheet 
logic, see “Auditing a Worksheet” in Chapter 6. 


Updating References to Data in Other Applications | you want Microsoft Excel 
to automatically update formulas with references to data in other applications, 
choose Options Calculation and turn on the Update Remote References check 
box. If this check box is turned off, Microsoft Excel uses the last values received 
from the other application to calculate the formulas. This option affects the active 
worksheet only. For more information on referring to data in other applications, 
see “Linking Documents” in Chapter 8. 


Reducing Disk Space Required for Linked Worksheets When a worksheet has 
links to another document, Microsoft Excel saves copies of the values from the 
external document. If a worksheet with several links to a large external document 
requires an unusually large amount of disk space, turn off the Save External Link 
Values check box in the Options Calculation dialog box. 
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Working with Data from Multiple 
Documents 


With Microsoft Excel, you can save time by editing similar 
worksheets as a group; your changes in one worksheet are dupli- 
cated in the other worksheets in the group. You can link, share, 
and transfer data between Microsoft Excel documents, and you 
can also create links and exchange data between Microsoft 
Excel documents and documents from other applications. With 
system software version 7.0 you can share data between documents 
or applications by publishing portions of your Microsoft Excel 
documents as editions and by subscribing to editions created by 
other documents. You can also create summary worksheets or 
reports by consolidating data from many different documents. 


NOTE Unless otherwise noted, all information and procedures for 
working with worksheets also apply to macro sheets. 
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Exchanging Documents with Other Applications ... 334 

Using Dynamic Data Exchange (DDE) in Command Macros ... 337 
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Editing Worksheets as a Group 


With Microsoft Excel, you can save | 
cells. and changing display options in several worksheets at the same time. bey 
do this by defining similar worksheets as a workgroup. All your changes in the 
active worksheet are duplicated in all the sheets in the workgroup. 


When you define worksheets and macro sheets as part of a workgroup, you can 
use many of the Microsoft Excel file management, editing, ego 
commands to complete your work more quickly. For example, if you apply a 
custom number format to a range of cells in the active worksheet, ——, 
Excel applies that format to the same range in all the other sheets ben the +e 
group. If you change your mind, you can choose Edit Undo, and Microso 7 
reverses the formatting change not only on the active worksheet, but also on the 


other sheets in the workgroup. 
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When you want to create several documents at the same time, you Can use a 
document template. To add additional data or formatting to these documents, you 
can define them as a workgroup and then make your changes all at one time. 


You can also print several worksheets and macro sheets at the same time by 
defining them as a workgroup before choosing the File Print command. 


You can define only one workgroup at a time. A workgroup Can consist of only 
worksheets and macro sheets; you cannot include a chart in a workgroup. 


For information on See 


Entering text, numbers, and 
formulas Formula” in Chapter 3 


“Editing Worksheet Data” in Chapter 3 and 
Chapter 4, “Editing a Worksheet” 


Chapter 5, “Formatting a Worksheet" 
Chapter 15, “Printing” 


“Creating and Using a Document Template” in 
Chapter 16 


Worksheet editing techniques 


Worksheet formatting techniques 
Printing a worksheet 
Using a document template 


Online Help also provides information on editing worksheets as a group. To 
display online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


sua Creating a workgroup 
To do this procedure, you must be using full menus. 
1 Open the worksheets and macro sheets you want to include in a workgroup. 


You can also have other documents open that you don’t want to include in the 
workgroup. 


9 Activate the sheet in which you want to enter text and make changes. 


This sheet contains the active cell. Any changes you make to this sheet will be 
duplicated in the other sheets in the workgroup. 


3 Choose Window Workgroup. 


Microsoft Excel displays a list of all open, nonhidden worksheets and macro 
sheets in the Select Workgroup box. 


If you have already defined a workgroup in the current session, Microsoft 
Excel selects those documents in the Select Workgroup box. 


4 Inthe Select Workgroup box, select the names of the sheets you want to 
include in the workgroup. 












“Entering Worksheet Data” and “Enteringa 
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“More About Editing Worksheets as @ Group, 
1 Displaying all the sheets in a workgroup 
As you work in a document that is part of a workgroup, you may be ohio on 
your screen how your changes 1n the active sheet are duplicated in the o ts 
sheets in the workgroup. The Arrange Workgroup command appears on 
Window menu only after you creale a workgroup. 
P Choose Window Arrange Workgroup. 
Microsoft Excel arranges all the workgroup windows on a Other 
open documents that are not part of the workgroup are not displayed. 


11 Changing the workgroup 

Use the following procedure to add a sheet to or remove a sheet from the 

workgroup. 

To do this procedure, you must be using full menus. 

1 Choose Window Workgroup. 
Microsoft Excel displays a list of all open, 
sheets in the Select Workgroup box. The s 
workgroup are selected. 

2 To add a sheet to or delete a sheet from the workgroup, hol 

and click the sheet name. 
The selected names in the Select Workgrou 
the workgroup. 


3 Choose OK. 
11 Entering data in a workgroup 


1 Create the workgroup. 


nonhidden worksheets and macro 
heets that are part of the current 


d down COMMAND 


p box are the sheets that belong to 


2 Inthe active sheet, select the cell or cell range in which you want to enter 
data. 

3 Type the data. 
In the active sheet, the data you ty 
active cell. 


pe appears in the formula bar and in the 
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To enter the data, click the enter box or press ENTER. 
To delete the data. click the cancel box or press COMMAND+ PERIOD, 


The data you enter in the active cell in the active worksheet is duplicated in 
the same location in all the sheets in the workgroup. If you delete the data in 
the active cell, Microsoft Excel also deletes it from the cell in the same 
location in all the sheets in the workgroup. 


sss, Copying data in a workgroup 


You can copy cell contents and formats from a cell range in one sheet to the same 
cell range in the other sheets in the workgroup. The Fill Workgroup command 
appears on the Edit menu only after you create a workgroup. 


To do this procedure, you must be using full menus. 


1 


,) 
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Create the workgroup. 

In the active sheet, select the cells you want to copy. 

You can select a cell, a range, or the entire sheet. 

Choose Edit Fill Workgroup. 

To copy cell contents, formulas, and formatting, select the All option. 
To copy only the formulas, select the Formulas option. 

To copy only the formatting, select the Formats option. 

Choose OK. 


Microsoft Excel copies the selected cells to the same location in all the sheets 
in the workproup, 


ni Ending a workgroup data-entry or editing seasion 


oa 


Per ctida Worb grep pe motene ae thst anny enthiat obiset boy a Vie bedvnge Uh van Tey 
choosing is name trom the Window menu, 


The workgroup is no longer defined. The “[Workgroup]” designation Is 
removed from the title bars of the sheets in the workgroup, the Window 
Arrange Workgroup command reverts to Window Arrange All, and the Edit 
Fill Workgroup command ts dimmed. 


More About Editing Worksheets as a Group 


sn" Guideline 


Microsoft Excel Commands That Can Be Applied to Workgroups = The following 
table lists all the Microsoft Excel commands that can be applied to workgroups 
and describes the effect of each command on workgroup editing. Some com- 
mands. such as Edit Fill Workgroup and Window Arrange Workgroup, are 
available only when a workgroup is defined. 
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Command name 
Data Series 


Edit Clear 

Edit Delete 

Edit Fill Down/Up 
Edit Fill RighLeft 
Edit Fill Workgroup 
Edit Insert 


File Close 

File Close All 

File Page Setup 

File Print 

File Save 

File Save Workspace 


Format Alignment 
format Rordar 

breveeneal Cceall Perenfese Tat 
Format Column Width 
Format Font 


Format Number 


Format Patterns 


Format Row Height 
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Effect on a workgroup = 
Enters a data series in all sheets in the workgroup. if 
the starting values are different on each sheet, then | 
the data series itself will be different. 
Clears the selected cells in all sheets in the 
workgroup. 
Deletes the selected cells in all sheets in the 
workgroup. 
Fills cells down or up in the same selection in all 
sheets in the workgroup. 
Fills cells right or left in the same selection in all 
sheets in the workgroup. 
Copies the active sheet's selection to the same 
location in all sheets In the workgroup. 
inserts the selected cells in all sheets in the 
workgroup. | 
Closes all sheets in the workgroup, one at a time. 
Closes all sheets in the workgroup, one at a time. 
Applies all settings to all sheets in the workgroup. 
Prints all sheets in the workgroup, one at a time. 
Saves all sheets in the workgroup, one at a time. 
Saves all sheets in the workgroup as a workspace 
file. 
Aligns data in the same calls in all sheets in the 
workgroup. 
Applies borders to the same cells in all sheets in the 
workgroup 
Applies eel protaatian ta ihe same cella in all sheets 
it Hes Werk group 
Changes the width of the same columns In all 
sheets in the workgroup. | 
Changes the font in the same cells in all sheets In 
the workgroup. 
Applies a built-in or custom number format to the 
same cells in all sheets In the workgroup. If you 


i ft Excel 
delete a custom number format, Microso 
deletes this format from all sheets in the workgroup 


that have that format. 

Applies cell patterns and shading to the same cells 
in all sheets in the workgroup. | 
Changes the height of the same rows in all sheets In 
the workgroup. 
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Command name 


Effect on a workgroup 


Format Style Applies a style to the same cells in all sheets in the 
workgroup. 


Formula Goto Selects the named area or reference in the sheet in 


which you're entering and editing data. 


) 
L cyrernalea PPearates Tocnrve than Pasion a tiunetion in the formula in all abeedta in the 
wut hyiolip 


Formula Show Active Cell Displays the active cell in the sheet in which you're 
entering and editing data. 


Macro Absolute/Relative Changes the macro setting in all sheets in the 
Record workgroup. 


Macro Record Records a macro in all sheets in the workgroup. 


Macro Run Runs a macro in all sheets in the workgroup. 


Macro Start Recorder Available only if you used the Macro Set Recorder 
command on a single macro sheet before creating a 
workgroup. To prevent the macro sheet from being 
overwritten with changes, it must not be included in 
the workgroup. 

Options Calculate Now Calculates all formulas in all sheets in the 
workgroup. 


Options Short Menus Displays short menus on all sheets in the 


workgroup. 


Options Workspace Applies all settings to all sheets in the workgroup. 


Window Arrange Arranges only the windows of the workgroup on the 
Workgroup workspace. 
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Identifying Sheets ina Workgroup If you created a workgroup in the current 
Microsoft Excel session and don't remember which sheets are included in the 
workgroup, you can: 


# Check the name of the worksheet or macro sheet in the title bar. Any sheet 
names followed by “|Workgroup]” are part of the workgroup. 

o Select the Window menu. The names of worksheets and macro sheets 
included in the workgroup are preceded by a check mark. 


= Choose the Window Workgroup command. The sheets that are part of the 
workgroup are selected. 


Saving Memory To save memory when you enter and edit data in a workgroup, 
open only the sheets that are in the workgroup. 


= 





Linking Documents 


You can dynamically link separate worksheets so that any changes you make in 
one worksheet are immediately reflected in the linked worksheet. Whenever “t 
you build a formula or define a name in one worksheet by using an external 
reference areference to a cell, cell range, or name from another worksheet— : 
Microsott bavcel links those worksheets, A linking formula is recalculated 
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You can create two types of links: " 
s A link between two or more Microsoft Excel worksheets or macro sheets, or it 
between a worksheet and a chart ti 

ge? 

= Alink between a Microsoft Excel worksheet or chart and a document in i 
ass a4 

another application ia 


For information on See a: 2 
“Linking 1-2-3 Worksheets and Microsoft 
Excel Worksheets” in Chapter 2 


“Creating Publishers and Subscribers” 
following in this chapter 


“Naming Cells and Formulas” in Chapter 6 
Chapter 11, “Creating a Chart" 


Linking to a Lotus 1-2-3 worksheet 


Linking to publication files in system 
software version 7.0 


Using names in cell references 


Linking worksheet data to a chart 
Embedding a chart on a worksheet 


Embedding an object “Embedding Objects” later in this chapter 
Online Help also provides information on linking documents. To display online 
Help, choose the Window Help command. If you are using system software 
version 7.0 and the Help command does not appear on the Window menu, display 
Help by pointing to the Help menu ‘con and choosing the Microsoft Excel Help 
command, For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter 1. 





When to Link Worksheets 

Linking is especially useful for working with large worksheet models or systems 

of documents. Here are a few ways you can use linking most effectively: 

= Consolidating data from several worksheets, data sources, Or different 
applications For example, you can link worksheets from several users or 
departments and integrate the pertinent data into a master summary work- 
sheet. When you break down a large model into smaller linked worksheets, 
several users Who must enter data into the model can work on it at the same 
time. You can also use Microsoft Excel worksheets to consolidate data from 
other applications, such as financial databases. 
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= : reating different “views” of your data You can use one worksheet as 
— source for several reports. For example, you can create a working copy of 
the data that includes comments, data tables, intermediate results, and no 
special formats. You can then create a final version of this worksheet for a 
report, including special formats and data pertinent only to the report, and link 
it to your working copy. , 
a phi Peg large, complex models By breaking down a complicated 
e into a series of compact, interdependent worksheets, you save memory 
eg can work on the model without opening all its related work- 
sheets. Smaller worksheets are eas! i 
sier to edit and faster to open, save, < 
calculate. ear 
a si flexible models or systems For example, you can design an 
: fective model using separate worksheets for data you work with daily and 
ala you work with only periodically. Again, more compact worksheets can 
streamline your work significantly. 
Linking is not restricted to links between two documents; you can construct 
hierarchies ot linked documents. For example, the following illustration shows 
an accounting model based on worksheets linked this way: 
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he fotlowiap tenis apply to tik tig worksheets 


ca , © . i : 
External reference A reference to another Microsoft Excel worksheet. An 


external reference can designate a single cell, a cell range, or a named cell or 
range. 





—_—— 





External reference formula A formula in a worksheet that contains a 
reference to a single cell, cell range, OF named cell or range in another work- 
sheet. An external reference formula creates the link between Microsoft Excel 
worksheets. 

Remote reference A reference to a document in another application, for 
example, Microsolt« Word. A remote reference can designate a single cell, 


cell range, value, or field of data in the other document. 


Remote reference formula A formula in a Microsoft Excel worksheet that 
contains a reference to a cell, cell range, value, or field of data in a document 
from another application. A remote reference formula creates the link between 
4 Microsoft Excel worksheet and the other document. 


Linking formula A formula in a Microsoft Excel worksheet that creates a 
link to another document. A linking formula can be either an external refer- 
ence formula or a remote reference formula. 


Dependent worksheet A worksheet that contains an external reference 
formula or a remote reference formula. When you link two Microsoft Excel 
worksheets, the dependent worksheet relies on another worksheet for the 
value in the external reference formula. When you link a Microsoft Excel 
worksheet to a document in a different application, the worksheet is depen- 
dent on that document for the value in the remote reference formula. 


Supporting document A document referred to by an external reference 
formula or a remote reference formula. The supporting document is the source 
of the value contained in the external reference formula or remote reference 
formula and therefore provides supporting data to the dependent worksheet. 


Linking Microsoft Excel Worksheets 


You link two Microsolt Excel documents by creating a formula in one document 
that refers to a value in the other. The linking formula contains an external ret- 
erence. An external reference consists of the document name and a reference, 


se 


parated by an exclamation point. The following illustration shows the parts of 


an external reference formula: 


Worksheet! !$697/ 
Veen range, or name referred to on supporting worksheet 
Name of supporting worksheet referred 0 


An external reference formula must use this syntax: 


Nine af the worksheet referred to ‘The worksheet name must be imime- 
ditely followed) by ae ese tination polit (1), The worksheet name car be any 
valid Mis comet bceed annie TET eve Duce PANE, enclose It In single 
quohitlon murks, Hor guidelines to follow when defining a name, see “Naming 


Cells and Formulas” in Chapter 6. 
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a Cell, range, or named cell or range referred to This part of the formula 
must immediately follow the exclamation point (!). It can be an absolute 
reference to a cell, cell range. or named cell or range in the other worksheet. It 
can also be a relative reference or a name that refers to a formula instead of 
cells. 

The external reference formula in the following example ts used to link two 

Microsoft Excel worksheets. The link tells Microsoft Excel to update the value in 

the linking formula in Worksheet2 whenever the value in Worksheet! changes. 

Worksheet2 is the dependent worksheet and Worksheet! is the supporting work- 

sheet because the formula in Worksheet2 depends on cells in Worksheet]. 


Cell G7 in the supporting document provides the 
value for the external reference formula 


External reference formula links cell BE 
in Worksheet2 to cell G7 in Worksheet! 


é file Edit Formula Format Data Options Macro Window 
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| $103,700 | $161,193 | $187,920 $96,375 $549,186 
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Cell B6 on the dependent document 
contains the external reference formula 


Creating a linking formula is just as easy as creating any other type of formula, 
because you can use the mouse to select the cells in another worksheet that you 
want the formula to refer to. When you use the following procedure to link two 
worksheets, Microsoft Excel uses absolute references to create the external 
reference formula. If you copy the formula to another location on the dependent 
worksheet, it still refers to the same cells on the supporting worksheet. 





Linking Documents 303 





To make it easy to Move between documents, choose the Window Arrange All 
command to display both windows In the workspace at the same time. 


suus_Linking a range of cells 
To do this procedure, you must be using full menus. | 
1 Open the dependent worksheet and the supporting document you want to link. 
The supporting document can be another worksheet or a macro sheet. 
Activate the supporting document window. 
Select the cell or cell range you want to refer to. 
Choose Edit Copy. 
The marquee appears around the selected cell or range. 
5 Activate the dependent worksheet window. 
Select the cell or the upper-left corner of the range that will contain the 
external reference. 
7 To paste data into cells, choose Edit Paste Link. 
To paste a picture of the data at the active cell location, hold down SHIFT ” 
choose Edit Paste Picture Link. If the data is text, Microsoft Excel pastes the 
data as a linked picture of cells. 
Microsoft Excel creates an external reference formula that links the work- 
sheets. This formula appears in the formula bar. 
8 To cancel the marquee, choose another command, activate the formula bar, or 


press COMMAND+PERIOD. 


You can alse create a link by typing ihe external reference formula : heme 
bin. Por example, bypunp worksheet }!$a$1 us the formula for a cell tin ec . 
cell to cell AL in Worksheet. For information on entering formulas, see “Enter 


ing a Formula” in Chapter x; 


nn Creating a linking formula that uses functions 


Use this procedure when you want to create a link that uses a — — - 
constant values in cells. For example, you can create a link pogo i pro 
the dependent worksheet by creating the formula: =SU M(Sales! 


1 Open the dependent worksheet and the supporting document you want to link. 
The supporting document can be another worksheet. 

2 Inthe dependent document, select the cell in which you want to enter the 
external reference formula. 

3 Inthe formula bar of the dependent document, paste or type the function you 


want to use. 
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4 Use the mouse to select the cell or range on the supporting document, or type IMPORTANT 
the reference of a cell or range on the supporting document in the formula bar. 

When you tiish entering the formula, click the enter box or press ENTER. 
Mictosolt} wcelcreates the external reference bonita that Tikes the 
worksheets 

For information on entering formulas and functions, and editing in the formula 

bar, see Chapter 3, “Creating and Using a Worksheet.” 

Saving Linked Worksheets 

In general, always save supporting documents before saving the dependent 

worksheet linked to them. This ensures that document names in external 

references are current. If you name or rename a supporting document, the 

dependent worksheet must be open for the name to be updated in the external 

reference. For more information on saving, see “Saving a Worksheet” in 

Chapter 3. 

If you try to save a dependent document thal contains a reference to an unnamed 

supporting document, Microsoft Excel displays a message. Choose the Cancel 

button and perform one of the following procedures. 

sun Saving unnamed linked worksheets 

1 Activate the supporting document window. 

2 Choose File Save As. 

3 Inthe Save Worksheet As box, type a document name. 

4 Choose the Save button. 

5 Repeat steps | through 4 for each additional supporting document, 

IMPORTANT 

6 Activate the dependent worksheet window. 

7 Choose File Save As. 

8 Inthe Save Worksheet As box, type a document name. 

9 Choose the Save button. 


uuu Saving changes in previously linked worksheets 


1 Activate the supporting document window. 


2 Choose File Save. 

3 Repeat steps | and 2 for each additional supporting document. 
4 Activate the dependent worksheet window. 

5 Choose File Save. 








if you save linked worksheets in different folders, make sure that you use the File 
Save As command to save all supporting worksheets before you save the depen- 


dent worksheet. Saving the supporting sheets first ensures that the external *‘ 


references in the dependent sheet are saved correctly. For more information, 
nee “Managing | inked Documents in Different Folders,” later In this section, 


Opening and Updating Linked Worksheets 


You can use the File Links command to display a list of the supporting docu- 
ments for the active dependent worksheet as well as open one or more of the 
supporting documents. You can also use this command to update values in the 
active dependent worksheet with information from the supporting documents you 
select. or you can change links from dependent worksheets to other supporting 
documents. The supporting documents do not have to be open. 


Follow these guidelines for opening and updating linked worksheets: 


= External references for closed or open supporting worksheets External 
references are displayed differently in the dependent worksheet, depending on 
whether the supporting worksheets are open. If the supporting document is 
closed, the external reference is displayed in the formula bar with the full 
folder information—disk, folder name, and document name (for example, 
Disk:Tables:Tax!$A$1). If the supporting document is open, the external 
reference is displayed without the disk and folder name (for example, 
Tax!$A$1). 


= Worksheets with the same document name in different folders If you 
have multiple supporting worksheets with the same document name in 
different folders, you can open only one of those documents at a time. For 
example, if you open a document called East from the Work:Regions folder, 
you cannot also open a document called East from a different folder. 





if you have renamed a supporting worksheet or have saved either a supporting or 
dependent worksheet in a different folder, you may have to redirect the links. For 
more information, see “Managing Linked Documents in Different Folders,” later in 
this section. 


nus Opening, viewing, or updating supporting documents 
To do this procedure, you must be using full menus. 

1 Activate the dependent worksheet. 

2 Choose File Links. 

3 Inthe Link Type box, select the type of links you want to display. 


In the Links box, Microsoft Excel displays a list of all the supporting work- 
sheets and charts for the active dependent worksheet with the type of link 
selected in the Link Type box. 
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To select several documents at one time, hold down SHIFT and drag through 
the names of the documents you want to open or update. To select only some 
of the documents listed in the Links box, hold down COMMAND and click the 
name of each document you want to open or update. 


5 To open the selected supporting documents, choose the Open button. 


To update values in the active dependent worksheet without opening the 
supporting documents, choose the Update button. 


If you are just viewing the list, choose the Cancel button when you are 
finished. 


Managing Linked Documents in Different Folders 


Whenever possible, you should try to save linked documents in the same folder. 
However, you might find it more efficient to set up certain models with linked 
worksheets in different folders, as shown in the following illustration: 


| 
Disk:Work Disk: Tables 


Disk:Work:Regions 


| 


> 
West 


® Disk:Work and Disk:Tables are two folders at the same level 


® Summary is a document in the Disk Work folder and is the 
dependent worksheet for all the links indicated. 


@ Tax is a document in the Disk Tables fold 
. : er and is a SU 
workshwot for Summary supporting 


® Disk Work:Regions is a subloider of Disk:Work. 


@ West is a document in the Disk Work:-Regions folder and Is 
also a supporting worksheet for Summary. 


In the Links box, select the supporting documents you want to open or update. 





NOTE 








ww these guidelines when you work with linked worksheets in different 


Folk 
folders: 
s Save the supporting documents before saving the dependent worksheet to‘ 


s If you move Microsoft Excel doc 


maintain links correctly. 
siments between folders, you should also 
move all linked worksheets stored in the same folders or subfolders. 


This is because Microsoft Excel tracks linked worksheets in “relative” terms 
if the worksheets are originally stored in the same folder or in one of its 
subfolders. In the preceding example, Microsoft Excel tracks the external 
reference in Summary to West as “one folder down.” However, Microsoft 
Excel tracks supporting worksheets outside a given folder (or its subfolders) 
‘n “absolute” terms (like an absolute reference in a formula). For example, if 
you move Summary to a different folder, you should also create a Regions 
subfolder in that folder and move West to the Regions subfolder to maintain 
the links correctly. However, if you moved Summary to a new folder, its link 
to Tax would not be affected. 
If you don’t follow these guidelines, your links may become disconnected. When 
you try to open a dependent worksheet, Microsoft Excel displays a message indi- 
cating that it can’t find the supporting worksheet. if this happens, use the File 
Links command to redirect links for dependent or supporting worksheets you ve 


moved to different folders. 


You should redirect links whenever you, 
s Rename a supporting document without the dependent worksheet being open. 


Move a dependent or supporting worksheet to another folder without opening 


the linked worksheets and saving first the supporting worksheets and then the 
dependent worksheet with the File Save As command. 


lf you moved a dependent worksheet and the links are only to documents in other 
folders, rather than to documents in the same folder or one of its subfolders, you 


don't need to redirect links. 


iu Redirecting links for supporting documents 

‘To do this procedure, you must be using full menus. 

1 Activate the dependent worksheet, 

2 Choose File Links. 

3 Inthe Link ‘Type box, select the type of links you want to display. 


In the Links box, Microsoft Excel displays a list of all the supporting docu- 
ments forthe active dependent worksheet with the type of link selected in the 


Link Type box, 
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4 Inthe Links box, select the supporting documents for which you want to 
redirect links. 


To select several documents at one time, hold down SHIFT and drag through 
the names of the documents. To select only some of the documents listed in 


the Links box, hold down COMMAND and click the name of each document 
you want to add to the selection. 


5 Choose the Change button. 


Microsoft Excel displays a dialog box for each document you selected. 
In the list, select the name of the new supporting document. 


Choose the Change button. 


Repeat steps 6 and 7 for each document you selected. 


Linking to Other Applications 


Linking a Microsoft Excel worksheet to a document in another application is 
similar to linking Microsoft Excel worksheets. In the worksheet, you build a 
remote reference formula—similar to an external reference formula—which 
contains one or more remote references to cells, cell ranges, values, or fields of 
data in a document from the other application. Using these references, you can 
create a link between a Microsoft Excel document and a document in another 
application. Changes made to the document in the other application are imme- 
diately reflected in the Microsoft Excel document. You can also copy data from a 
Microsoft Excel document and paste it into a document in another application. 
Changes made to the Microsoft Excel document are immediately reflected in the 
document in the other application. 


To create a link between a Microsoft Excel worksheet or chart and a document 
in another application, you must be running both applications under system 


software version 7.0, and both applications must support dynamic data exchange 
(DDE) 


The following illustration shows the parts of a remote reference formula: 


Pipe character 


Exclamation point 


=STOCKINYSE!WHITCO 


Cell. range, value, or field of data referred to 
Document name 


Nae s'! aya anu 











ao > . 





2 < 


A remote reference formula must use this syntax: 


a Name of the other application The application name must be i 
preceded by an equal sign and immediately followed by a pipe character ( ). 
If the application name ts nota valid Microsoft Excel name, enclose it in 


single quotation marks. 


a Name of the document (or topic) in the other application . This ee 
must be immediately followed by an exclamation point (!). If it is not a vali 
Microsoft Excel name, enclose it in single quotation marks. In the preceding 


illustration. “NYSE” ts the name of a docu 


ment that contains New York Stock 


Exchange data. Some applications may not manage data ee ” 
“topics” instead. For more information, see “Using Dynamic Data Exchange 


(DDE) in Command Macros,” later in this 


chapter. 


For guidelines to follow when defining a name, see “Naming Cells and 
Formulas” in Chapter 6. For information on how a specific application 
manages data, see the documentation for that application. 


e Cell, range, value. or field of data referred to In the preceding illus- 


tration, “WHITCO” specifies a field of data referred to by the formula. If the 
data resembles a cell reference, enclose it in single quotation marks (for 


example, =DATABASEIFILEI!Al). 


You can also link your worksheet to a program running on another amis on 
the network by using the following syntax in the remote reference formula: 


Name of the Macintosh 


Document 


Zone name | Application 


-'Financial News@Zone 100:STOCK'INYSE!WHITCO 


You can also link a chart you have created in 


Reference or field 


Microsoft Excel to another 


application. This link ensures that whenever you change the chart in et 
Excel, your changes are automatically duplicated in the peer —o “ane 
application. For example, you can paste a linked Microsoft Exce chart into i 
Microsoft Word document. Whenever you edit the chart or its supporting 
worksheet in Microsoft Excel, your changes are duplicated in the chart in the , 
Microsoft Word document, if it ts open. If the document is not open, the chart 1s 


updated the next time you open it. 


‘To link to an application on another Macintosh, you need access privileges to that 


Miarcitosh, Por i bornitlon On necess privile 
ston 7-0) hoe ne nhiiha, 


pes, see your system software ver- 


— — ele men 
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To change the Microsoft Excel data that appears in other applications, you must 
Start Microsoft Excel, activate the supporting document, make your changes, and 
then save the document. If the application containing the Microsoft Excel data 
supports dynamic data exchange (DDE) and lets you update links to documents 
from other applications, you can start the application and update the link for the 
dependent document to the Microsoft Excel document in which you made 
changes. 


mun Creating a link between a supporting Microsoft Excel document 


and a dependent document in another application 


Use this procedure when the Microsoft Excel worksheet or chart is the supporting 
document in the link you create between the worksheet or chart and a dependent 
document in another application. For example, you can paste link Microsoft 
Excel worksheet data or a chart into a Microsoft Word document. 


1 Open the supporting worksheet or chart in Microsoft Excel and the dependent 


document in the other application. 
Activate the supporting worksheet or chart in Microsoft Excel. NOTE 


3 If you're in a worksheet, select the worksheet data you want to refer to from 
the other application. 


If you're in a chart, choose Chart Select Chart. 

4 Choose Edit Copy. 
The marquee appears around the selected worksheet data or chart. 
Activate the dependent document tn the other application. 

6 Position the insertion point where you want to insert the worksheet data or 
chart. 

7 Follow the procedure for linking data in the other application. 


A link is created between the supporting and dependent documents. For 
example, if you're pasting a Microsoft Excel chart into a Microsoft Word 
document, you would choose Edit Paste Link in Microsoft Word. 


If the Edit Paste Link command ts unavailable, the other application does not 
support linking or cannot interpret the data format that Microsoft Excel provides. 
For information, see the documentation for that application. 


uu Creating a link between a dependent Microsoft Excel worksheet 


and a supporting document from another application 
Use this procedure when the Microsoft Excel worksheet is the dependent 
document in the link you create between a worksheet and another application. 


The other application provides the text or graphics you want to paste into 
Microsoft Excel. 


1 Open the dependent worksheet in Microsoft Excel and the supporting 
document in the other application. 


2 Activate the supporting document in the other application. 








Linking Documents Kib 








Follow the procedure in the other application tor selecting and copying data. 
\ 


Activate the dependent Microsoft Excel worksheet. 
5 Select the cell or the upper-left corner of the range that will contain the remote 
reference, 
6 To paste data into cells, choose Edit Paste Link in Microsoft Excel. 
To paste a picture of the data, hold down SHIFT and choose Edit Paste Picture 
Link. If the data is text, Microsoft Excel pastes the data as a linked picture of 
cells. 
Microsoft Excel creates a remote reference formula that links the documents. 
This formula appears in the formula bar. 


If the Edit Paste Link command is unavailable, the other application does not 
support linking or cannot supply the data in a format that Microsoft Excel 
understands. For information, see the documentation for that application. 





if a link to a remote data item is pasted into more than one cell, the Edit Paste Link 
command will enter it as an array. For more information on arrays, see Creating 
and Using an Array Formula” in Chapter 7. 


You can also create the link by typing the remote reference formula in the 
formula bar. When you establish a link by typing the formula, Microsoft Excel 
displays a message if the remote data to be linked is not accessible. For ' 
information, see “Updating a Worksheet Linked to Another Application, — 
following in this section. For information on entering formulas, see “Entering a 
Formula” in Chapter 3. 


Updating a Worksheet Linked to Another Application 


When you open a worksheet containing remote references, Microsoft Excel 
displays a message asking if you want to reestablish links to the other application. 
Choosing OK reestablishes the links and updates the dependent references, 
choosing Cancel freezes the dependent references and uses the existing values. 
These links are called dynamic data exchange (DDE) links, which provide a way 
to exchange data between applications. 

If the supporting application is not running or is not accessible when Microsoft 
Excel tries to reestablish a link, a message asks if you want to start the support- 
ing application. If you choose OK, Microsoft Excel starts the application. If 
Microsoft Excel still cannot access the data after the application is started, the 
cells containing the linking formulas display error values. 

If you want your formulas to use the last values saved instead of the error values, 


close the worksheet without saving changes, and then reopen it. However, if you 
do this, you will lose any other changes you have made to your worksheet. 
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sun Controlling the calculation of a DDE link 


You cun control whether DDE links are calculated whenever information changes 
oronly when you want them calculated. Controlling the calculation of DDE links 
isusclul lor links to information that does not change very often or when you 
want to control when updating occurs. It is especially useful when you want to 
reduce the calculation time for a large worksheet. 


To do this procedure, you must be using full menus. 


You can also control the calculation of publish and subscribe links. For 
information, see the following section, “Creating Publishers and Subscribers.” 


1 Activate the dependent worksheet containing the remote references. 


Choose File Links. 
In the Link Type box, select DDE Links. 


In the Links box, Microsoft Excel displays a list of all supporting DDE links 
for the active dependent worksheet. 


4 Inthe Links box, select the DDE links for which you want to control 
calculation 


To select several DDE links at one ume, hold down SHIFT and drag through 
the names of the DDE links you want to select. To select only some of the 


DDE links, hold down COMMAND and click the name of each DDE link you 
want to add to the selection. 


S Choose the Options button. 


If you want DDE links updated automatically, turn on the Automatic check 
box. 


If you want to update DDE links manually, turn off the Automatic check box. 
7 Choose OK. 


Automatic DDE links are updated whenever information changes—Microsoft 
Excel calculates any formulas immediately after you make a change in the 
document. Manual links are calculated only when you perform the following 
procedure. 


sun’ Updating a DDE link manually 


Once you have turned off automatic calculation of a DDE link, you may need to 
update that link periodically to keep your worksheet accurate. For example, you 
would probably update manual links before printing your worksheet. 


To do this procedure, you must be using full menus. 


1 Activate the dependent worksheet containing the remote references. 


2 Choose File Links. 


NOTE 


NOTE 
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3 Inthe Link Type box, select DDE Links. . 


a oaks 
In the Links box, Microsoft Excel displays a list of all supporting DDE lin 


for the active dependent worksheet. 


4 Inthe Links box, select the DDE links you want to update. 


t one time, hold down SHIFT and drag through 
t to select. To select only some of the 
ick the name of each DDE link you 


To select several DDE links a 
the names of the DDE links you wan 
DDE links, hold down COMMAND and cl 
want to add to the selection. 


5 Choose the Update button. 


sun Turning off updating of all remote references 


" the latest 
You might want to turn off updating of remote TS ae a 
values rather than having the values updated on your pn . ta cuenta 
useful to reduce worksheet calculation time when the valu 


document do not change. 
This procedure affects only the active dependent worksheet. 


aini ences. 
1 Activate the dependent worksheet containing the remote refer 


2 Choose Options Calculation. 
3 Turn off the Update Remote References check box. 
4 Choose OK. 


i for the 
Microsoft Excel uses the last values from the supporting ee tadine 
remote references. When you want to reestablish links, a ee ie 
Calculation command and turn on the Update Remote References hec 


yu Turning off updating of a single remote reference 


e remote © 44] 
Use this procedure if you want to turn off updating of only one of th ] 
references on the active dependent worksheet. 


To do this procedure, you must be using full menus. 
This procedure affects only the active dependent worksheet. 


ini nce. 
1 Activate the dependent worksheet containing the remote refere 


Choose File Links. 

In the Link Type box, select DDE links. | ade 
In the Links box, Microsoft Excel displays a list of all supporting DDE hi 
for the active dependent worksheet. 


4 Inthe Links box, select the DDE link you want to turn off. 


5 Choose the Options button. 
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6 Turn off the Automatic check box. 


7 Choose OK 


Navigating Through Linked Data 


You can quickly display the supporting data for any dependent reference on the 
active worksheet. The references can be local references, external references, or 
remote relerences. 


lf you double-click a cell that contains both a reference and a note, Microsoft Excel 


displays the Formula Note box. For information on using notes, see “Adding Com- 
ments to a Worksheet” in Chapter 6. 


ain Navigating a link 


1 Activate the dependent worksheet containing local, external, and remote 


references. 
2 Double-click the cell containing a reference. 


When the cell contains multiple references, Microsoft Excel uses the one that 
uppears leftmost in the formula bar. 


If the reference is to another cell on the same worksheet (local reference), 
Microsoft Excel displays the supporting data. 


If the reference is to another worksheet (external reference), Microsoft Excel 
activates the other worksheet and displays the supporting data. 


If the reference is to another application (remote reference), Microsoft Excel 
starts the other application, activates the document containing the supporting 
data, and displays the supporting data. 


When you finish viewing the supporting data for a local or an external reference, 
you can quickly go back to where you were in the dependent worksheet by 
choosing the Formula Goto command. Each time you use the Formula Goto 
command to go to another part of the same worksheet or another worksheet, 


Microsott Excel automatically displays your previous location in the Reference 
box the next time you choose the command. 


Controlling Access to Microsoft Excel from Other 
Applications 


Microsolt Excel can respond to dynamic data exchange (DDE) requests initiated 
by another application that supports system software version 7.0 and DDE. To 
respond to DDE requests from an application running on another Macintosh, you 
must have access privileges to that Macintosh, For information on access privi- 
leges, see your system software version 7.0 documentation. 


While Microsoft Excel is running, it responds to any DDE requests from other 
applications, unless you disable remote requests, 
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sunt Controlling remote requests 


To do this procedure, you must be using full menus 


1 Choose Options Workspace 


2 To disable remote requests, tum on the lz 


To allow remote requ 


nore Remote Requests check box. 


ests. turn off the Ignore Remote Requests check box. 


3 Choose OR. 


Removing Links Between Documents 


You can remove lin 


ks between worksheets in the same application or you can 


remove links to other applications in the following ways: 


; , ie ; la, you can 

if an external or remote reference comprises ™ gh oem a taal 
calculate the formula and change It to a value. This = at aaa: breadiol 
with its resulting constant value in the dependent workshes". 


. 


. 


as a formula. | 
i n the depen- 

If you no longer need the values from sacle aprons — 

*e -an delete the formula containin 

lent worksheet, you can dele tne 

selene entirely from the dependent worksheet. To sa oe ag 

with the external or remote reference, press DELETE a 

formula bar, and then click the enter box or press ENTER. 


nua Freezing the value of an entire external or remote reference 


Use this procedure to rem 


formula 
ove a link if the external or remote reference formula 


comprises an entire cell entry. 


To do this procedure, you must be using full menus. 


1 


nn & W N 


On the dependent worksheet, select the cell or cells containing external or 
remote references. 

Choose Edit Copy. 

Choose Edit Paste Special. 


Under Paste, select the Values option. 


Choose OK. 








Shea 
os 


2 re: 
—_—=> 


- 


4 
- SE 





f 
EG Chapter 8 Working with Data tro 


MORE ABOUT 


m Multiple Documents 


) Ve 





TTL a the external or remote reference portion of a larger 
ormula 
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Use this procedure if you want to preserve the rest of the formula as a formula 
and not a value 


To do this procedure, you must be using full menus. 


1 On the dependent worksheet, select the cell containing the external or remote 
reference. 
In the formula bar, select the external or remote reference part of the formula. 


Choose Options Calculate Now. 


Click the enter box or press ENTER. 


NOTE To make sure all links are deleted, scan the dependent worksheet by choosing the 
Formula Find command. Type an exclamation point (!) in the Find What box and 
select the Formulas option. When you choose OK, Microsoft Excel looks for any 
formula containing the | character which indicates an external or remote reference 
For more information, see “Finding and Replacing Cells and Data” in Chapter 4. , 
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Opening Supporting Documents as Read-Only By opening supporting 
documents as read-only, you can open more documents at the same time. 
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Using Names With Microsoft Excel, you can define names for cells and use 
those names in your formulas instead of actual cell references. Using names 
simplifies creating and checking formulas. For information on defining names 
see “Naming Cells and Formulas” in Chapter 6. | 


Picking Up Where You Left Off If you want to keep your current arrangement of 
open windows so you can quickly restore it later, you can do so by saving your 
workspace with the File Save Workspace command. This command saves a list of 
the open document windows and their size and location in a workspace file. To 
restore your workspace so you can pick up where you left off, open the work- 
space file. For more information on saving and restoring a workspace, see 
“Setting Up a Workspace” in Chapter 16. 
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i 
Saving a Worksheet That Contains Links to a Large External Document if a f 
worksheet with several links to a large external document requires an unusually H 
large amount of disk space, choose Options Calculation and turn off the Save \ : y 
External Link Values check box. This prevents Microsoft Excel from saving 44 |: 
copies of the values contained in the external document along with your i 
worksheet. 3 


Creating Publishers and Subscribers 


NOTE 


With Microsoft Excel and system software version 7.0, you can share data 
between documents in different applications. Use publishers and subscribers 
when you want to share data among several people or applications. To make part 
of a document available to other applications, you create a publisher for that 
portion of the document When you create a publisher, an edition is created that 
contains the data you publish and is linked to the published data. 


Other documents or applications can then share the data by creating a subscriber 
to the edition. Subscribing to an edition puts a copy of the edition into the docu- 
ment from which you subscribe. When you change the data in the publisher to 
which the edition is linked, the changes are reflected in the edition and all docu- vt 
ments subscribing to the edition, 

For example, to dynamically link a Microsoft Excel chart with a Microsoft Word 
document, you could publish the chart from Microsoft Excel, and then subscribe 
to the chart from within Word. 


You can also use dynamic data exchange (DDE) to have applications running _ 
under system software version 7.0 communicate with each other. Using DDE, you 

can have macros send data and commands between Microsoft Excel and other 

applications. For more information about using Macintosh DDE, see “Using 

Dynamic Data Exchange (DDE) in Command Macros,” later in this chapter. is 
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Creating a Publisher with a Microsoft Excel Document 


You create a publisher and its edition with the Edit Create Publisher command. , 
When you publish part of a document as an edition, the data or graphics in the iy 
edition are linked to the publisher. Changes you make in the publisher are also 
made in the edition and in any documents that subscribe to the edition. 
mau Creating a publisher from a worksheet 
To do this procedure, you must be using full menus. 
1 Select the range you want to publish. 
If the selection includes any part of an object, the portion of the object that 
overlaps the selection will also be published. 
2 Choose Edit Create Publisher. 


The dialog box displays a preview of a portion of the selection to be 
published. 
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3° Inthe Name Of New Edition box, enter the name of the new edition 
4 Choose the Publish button to publish the data. 


An edition is created that contains the information you published. You can 
subscribe to the edition to use the information in another document or 
upplication, 


sauua’ Creating a publisher from a chart 

To do this procedure, you must be using full menus. 

1 Select the chart you want to publish, 

2 Choose bd Create Publishes 

3 Enter the name of the new edition you want to assign to the chart. 
4 


To control the appearance and size of the published chart, choose the Options 
button. 


To publish the chart and let Microsoft Excel control appearance and size, go 
to step 7. 


5 To publish exactly what you see on the screen, select the As Shown On 
Screen options. 


To publish what you would see if you printed the chart or picture, select the 
As Shown When Printed options. 


6 Choose OK. 


7 Choose the Publish button to publish the chart. 


Creating a Subscriber in a Microsoft Excel Document 


To subscribe to an edition, a worksheet or macro sheet must be the active 
document. You can subscribe to editions created by other documents or 
applications by using the Edit Subscribe To command. This puts a copy of an 
edition into your document at the active cell or selected object. If a range is 
selected and the range is too small to contain the edition data, Microsoft Excel 
fills the range with as much data as can be displayed. 

When you select a subscriber, either by clicking a subscribed picture or by 
selecting a cell in a subscriber, the formula bar displays the following formula: 
{| SUBSCRIBER (editionnamie ) | 


Editionname is the full path of folders and disks to the edition. For example, 

| SUBSCRIBER("Harddisk:Word:Sales Report")] is in the formula bar when a 
subscriber named Sales Report in the folder Word on the hard disk named 
Harddisk is selected. 
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sun Subscribing to editions 


To do this procedure, you must be using full menus. \ 


1 Select the cell, object, or range where you want to place the subscriber. 
2 Choose Edit Subscribe To. 
3 In the list, select the edition you want to subscribe to. 
A preview of a portion of the selected edition is displayed in the dialog box. 
4 Choose the Subscnbe button. 


Microsoft Excel subscribes to the selected edition and places a copy of it in 


yen workshect 


if an edition contains both data and a picture, Microsoft Excel subscribes only to 
the data. You can include the picture portion of an edition by subscribing to the 
edition as a picture. To subscribe to an edition as a picture, hold down SHIFT while 
you choose the Subscribe button. 


Updating or Canceling Publishers and Subscribers 


In the Update Editions dialog box, you can get the most recent edition of a pub- 
lisher or subscriber, choose to have them updated automatically or manually, or 
cancel publishers and subscribers. 


To display a list of all publishers or subscribers in a document, you can choose 
the File Links command. In the File Links dialog box, you can then update or 
cancel a publisher or subscriber. You can also use the File Links dialog box to 
select or open a publisher. 
nu Updating a publisher's edition 
1 Double-click the publisher. 

Microsoft Excel displays the Update Editions dialog box. 


2 Choose the Send Edition Now button. 


uns Updating a subscriber 
1 Double-click the subscriber. 
Microsoft Excel displays the Update Editions dialog box. 


2 Choose the Get Edition Now button. 
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sun Controlling when a publisher's edition is updated 
1 Double-click the publisher, 


NV . . ’ : 
Aicrosolt Excel displays the Update Editions dialog box 


2 Tohave thee 
: e the edition updated automatically each time the document ts saved 
select the On Save option under Send Editions. i | 


To have the e 
- the edition updated only when you send a new edition, select the 
anually option under Send Editions. ry 


3) Choose OR. 


sau Controlling when a subscriber is updated 
1 Double-click the subscriber. 


Microsoft Excel displays the Update Editions dialog box. 


2 To have the ‘riber : 
| wave the subscriber updated automatically whenever its edition is updated 
select the Automatically option under Get Editions | . 


To have the ribe 
, hae the subscriber updated only when you choose to get a new edition 
select the Manually option under Get Editions. | 


3. Choose OK. 


sus Opening a subscriber's publisher 
1 Double-click the subseriber. 


M T . a) ‘ : 
icrosolt Excel displays the Update Editions dialog box. 


2 Choose the Open Publisher button. 
Microsoft Excel opens the document containing the subscriber's publisher. 
suus_-Canceling a subscriber or publisher 
1 Double-click the publisher or subscriber. 
2 If you double-clicked a publisher, choose the Cancel Publisher button. 


If vo ee 
you double-clicked a subscriber, choose the Cancel Subscriber button 


mut Using the File Links command wi 
subscribers d with publishers and 


1 Choose File Links. 
2 x -'¥° p > 
In the Link Type box, select Publishers or Subscribers 


Microsott Excel di ; 
. ‘xcel displays a list of the 

Sé ublishers or subse ai 
the document. P subscribers contained in 


3 In the list, select the publisher or subscriber you want 
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ate the publisher's edition or the subscriber, choose the Update button. 


To upd 


To cancel the publisher of subscriber, or change tts updating options, choose 
the Options button. Microsoft Excel displays the Update Editions dialog box. 


For information on using the options in this dialog box, see the preceding 


procedures, 


If you selected a publisher in the list, you can select that publisher in the 


document by choosing the Sclect button. 


If you selected a subscriber in the list, you can open the document that 
contains the subscriber's publisher by choosing the Open button. 


You can embed Microsoft Excel data in a document created in another appli- 
cation. The data can be a cell, a cell range, a chart, an object, or an entire 
Microsoft Excel document. You can also embed data from another application, 


such as text, a table, a chart, or a drawn object, in Microsoft Excel. Data that you 


embed are called embedded objects. 


To embed a Microsoft Excel object in a document from another application, you 
must be running both applications under system software version 7.0, and both 
applications must support dynamic data exchange (DDE) and embedding. 


You may want to use embedding instead of linking when you don't need a 
dynamic link between the two applications, but you want to be able to edit and 
format an object from within another application. For example, you can embed 
4 Microsoft Excel chart as an object in a report created in another application. 
All the information that was used to create the object, in this case a chart, is 
encapsulated in the embedded object that appears in the report. While you re 
working in the report, you may decide that you want to edit the object; for 
example, change the chart type from a bar chart to a pie chart. To edit the object, 
you simply double-click the embedded object. This opens the object in the 
application in which it was created and lets you make the editing and formatting 
changes you want. When you return to the report, the embedded object is updated 
with the changes you made. 
When transferring documents that contain embedded objects, you need to transfer 
only the document itself. The embedded object carries with it all the information 
used to create the object. However, the embedded object does not carry the appli- 
cation that was used to create it; the application used to create the embedded 
object must be accessible before you can make editing and formatting changes. 
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Since the embedded object includes the information necessary to create the 
object, embedded objects can increase your file size. You can reduce your file 
size by converting an embedded object to a picture. Once this is done, you can no 
longer edit the picture as an embedded object. For information on editing the 
EMBED formula to convert an object to a picture, see the “Embedding from 
another application into Microsoft Excel” procedure in this section. For information 
on copying and pasting pictures without embedding them, see “Exchanging 
Graphics with Other Applications” in Chapter 14. 


For information on See 
Creating an embedded chart on a “Creating a New Chart” in Chapter 11 
Microsoft Excel worksheet 


Editing and formatting an embedded Chapter 12, “Editing a Chart,” and Chapter 13, 
chart “Formatting a Chart” 


Online Help also provides information on embedding objects. To display online 
Help. choose the Window Help command. If you are using system software 
version 7.0 and the Help command does not appear on the Window menu, display 
Help by pointing to the Help menu icon and choosing the Microsoft Excel Help 
command. For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter I. 


sn Embedding from Microsoft Excel into another application 


1 Open the Microsoft Excel document that contains the object you want to 
embed and the document in the other application in which you want the object 


embedded. 
Activate the Microsoft Excel document. 


Select the cell, cell range, chart, or entire worksheet you want to embed tn the 
other document. 


4 Choose Edit Copy. 
The marquee appears around the selection. 
Activate the document in the other application. 
Position the insertion point where you want to embed the cells, chart, or 
worksheet. 
7 Follow the procedure in the other application for embedding an object. 
For example, choose Edit Paste or Edit Paste Special and edit the object type. 


If the object is not embedded, the other application does not support embedding. 
For information, see the documentation for that application. 








nus. Embedding from another application into Microsoft Excel 

1 Open the document that contains the object you want to embed in the other ‘ 
application and the Microsoft Excel document in which you want the object 
embedded. 


Activate the document in the other application. 
Follow the procedure for selecting and copying the object in the other 
application. 
Activate the Microsoft Excel document. 

5 Select either a cell or any graphic object that is located where you want to 
embed the new object, 

6 If you selected a cell, hold down SHIFT and choose Edit Paste Picture. 
If you selected a graphic object, choose Edit Paste. 
When you select the embedded object, you will see an EMBED formula in the 
formula bar. To convert the embedded object to a picture, select the EMBED 


formula in the formula bar, and press DELETE. Once the object is converted to 
a picture, you can no longer edit it as an embedded object. 


sus’ Opening an embedded object 

P Double-click the embedded object. 
The application you used to create the object starts and opens the object. You 
can edit the object just as you normally do in the original application. 

111 Deleting an embedded object from Microsoft Excel 

1 Select the embedded object. 

2 Press DELETE. 

11, Deleting an embedded Microsoft Excel object 


> Follow the procedure in the other application for selecting and deleting an 
embedded object. 
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Consolidating Data from Multiple Worksheets 


You can use consolidation to summarize large amounts of data. When you 


choose the Data Consolidate command, Microsoft Excel consolidates the source 


ranges you specify. The following illustration shows how the totals from three 
quarterly reports can be added using consolidation: 







The source areas trom these division reports... 


fel = Las (=) (eels) |) Cojo) igice 
ee re ee 







@ file Eait 


Wormel___D) 


















Seles Prefits 
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Querter 5 $172,769 $19,177 
Quarter 4 $165, 602 $19,872 
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_.were consolidated into the destination area in the annual report. 


For information on See 
Outlining a worksheet “Outlining a Worksheet” in Chapter 6 


Linking worksheets “Linking Documents” earlier in this chapter 
Group editing “Editing Worksheets as a Group” earlier in this 
chapter 


Online Help also provides information on consolidating data from multiple 
worksheets. To display online Help, choose the Window Help command. If you 


are using system software version 7.0 and the Help command does not appear on 
the Window menu, display Help by pointing to the Help menu icon and choosing 


the Microsoft Excel Help command. For information on a specific command, 
select the Commands topic. For information on using online Help, see “Using 
Help” in Chapter |. 
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Using Consolidation 


To consolidate data, you specify the range that will hold the consolidated infor-  \ 


mation (the destination area) and the ranges on other worksheets from which you 
want to consolidate information (the source areas). You can consolidate data 
based on its position or category, specify which worksheet function to use to 
consolidate the data, and create links between worksheets when you consolidate. 
Microsoft Excel consolidates similar positions or categories of data using the 
worksheet function you specify, 


Destination area The destination area is the range on a worksheet where 
Microsoft Excel places the consolidated data. You can specify the destination 
area by selecting cells before you consolidate data. Microsoft Excel does not 


replace formats (except number formats) or formulas in the destination area. 


Destination 

area 

selected Result ae | 

Single cell Microsoft Excel expands the destination area down and to the 
right to accommodate all the categories from the source areas. 


Single row _‘ Microsoft Excel expands the destination area down to accom- 
modate all the row categories from the source areas. Microsoft 
Excel consolidates only as many column categories as there are 
columns in your initial selection. 


Single Microsoft Excel expands the destination area to the right to 

column accommodate all the column categories from the source areas. 
Microsoft Excel consolidates only as many row categories as 
there are rows in your initial selection. 


Range of Microsoft Excel consolidates only as many categories as will fit. If 

cells the destination area is not large enough to hold all the consoli- 
dated information, Microsoft Excel displays a message during 
consolidation. 








Source areas You can specify up to 255 source areas for Microsoft Excel 
to consolidate. The worksheets containing the source areas do not have to be 
open during consolidation, but they must have been saved. You can type the 
source reference into the Reference box in the Data Consolidate dialog box, or 
you can select the source area with the mouse or keyboard. If the worksheet 
containing the source areas is not open and you type the reference, be sure to 
include the complete path. 


You can also have Microsoft Excel create links from the destination area to 
each source area. Once the links are created, your consolidated data is updated 
whenever your source data changes. 
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® Consolidating with functions You can use 1] worksheet tuncuions lor 
consolidation: 


AVERAGE STDEV 
COUNT STDEVP 
COUNTA SUM 
MAX VAR 
MIN VARP 
PRODUCT 


Microsoft Excel uses SUM as the default function. For more information, see 
the Microsoft Excel Function Reference 


au Consolidating by category of data 


Consolidate data by category when you are consolidating from source areas 
containing similar data in different locations. For example, consolidate data by 
category if sales figures for a particular item are in the first column in one source 
area. the third column in the second source area, and the fourth column in the last 
source area. If you are consolidating monthly expense reports by category and 
have the Top Row check box turned on, all the columns labeled “January” are 
consolidated even though the January column is not in the same location in each 
source area, When consolidating by category, Microsoft Excel moves the totals 
to the bottom of the categories, no matter where they appear in the source areas. 


To do this procedure, you must be using full menus. 


1 Select the destination area to contain the consolidated data, including the 
category titles you want to use. 


Choose Data Consolidate. 

Select the first source area, including the category titles you want to use. 
You can also type references to cells on worksheets that are not open. 
Choose the Add button. 

Repeat steps 3 and 4 for all the source areas you want to consolidate. 


If the category titles are in the top row of the source areas, tum on the Top 
Row check box. 
If the category ttles are in the left column of the source areas, turn on the Left 


Column check box. 


You can tum on both check boxes for a single consolidation. If only one of 
the check boxes is turned on, Microsoft Excel consolidates by category for the 
check box that is turned on and by position for the check box that is turned 
off. 
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Microsoft Excel consolidates the data from the source areas into the destination 
area. You can reverse the consolidation by choosing the Edit Undo command 


immediately after you consolidate. 


sun Consolidating by position of data 


Consolidate data by position when you are consolidating worksheets created from 
the same template with source areas in the same locations. Similar categories of 
data must occupy exactly the same location in each source area. For example, you 
can consolidate data by position if you are consolidating from a monthly budget 
template given to all managers in your organization. 

To do this procedure, you must be using full menus. 


1 Select the destination area to contain the consolidated data. 
Choose Data Consolidate. 
Select the first source area, 


You can also type references to cells on worksheets that are not open. 


Choose the Add button. 
Repeat steps 3 and 4 for all the source areas you want to consolidate. 
Select the function you want Microsoft Excel to use to consolidate the data. 
The SUM function is the default. 
7 Choose OK. 


Microsoft Excel consolidates the data from the source areas into the destination 
area. You can reverse the consolidation by choosing the Edit Undo command 
immediately after you consolidate. 


sus Creating links to source data 


When you consolidate data, you can create links to the source data used in the 
consolidation. Once you have created these links, your destination area is 
automatically updated if your source data changes. Microsoft Excel creates a 
linking formula for every cell and inserts rows or columns in your destination 
area to hold the linking formulas. The destination area is then outlined, with the 
linking formulas placed in rows or columns subordinate to the positions or 
categories in the destination area. Be sure that the rows or columns added to 
your destination area will not disrupt other parts of your worksheet. 


To do this procedure, you must be using full menus. 

1 Set up your source and destination areas for consolidation by position or 
category. 

2 Choose Data Consolidate. 

3 Turn on the Create Links To Source Data check box. 


A Choose OK 
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ede Excel consolidates the data from the source areas. Then it outlines 
the destination area, adding rows and columns as necessary to contain linking 
formulas to the source data. 


su--Editing the reference to a source area 


You “a . . . “2 > ¢ 
- can edit the reference to a source area in an existing consolidation. Editing 
: ince you to maintain a consolidation when source data ts moved 
ou can also edit existing source ares ; eren | 
' area references to add new referenc 
, ences to % 
consolidation. —— 


lo do this procedure, you must be using full menus. 

1 Choose Data Consolidate. 

In the All References box, select the source area you want to edit 
In the Reference box, edit the reference. 


Choose the Add button. 


nf W MW 


If you don’t want to keep the old reference, select it in the All References box 
and choose the Delete button. | 


6 To reconsolidate using the new source area, choose OK 


To close the dialog box, choose the Close button. 


sua Adding a source area 

You can add a source area to an existing consolidation. 
To do this procedure, you must be using full menus. 

1 Choose Data Consolidate. 


2 S | ,* | * A “46 > - 


Choose the Add button. 
lo reconsolidate using the new source area, choose OK 


To close the dialog box, choose the Close button. 


sun ~Deleting a source area 
You can delete a source area from an existing consolidation, 
lo do this procedure, you must be using full menus. 


1 Choose Data Consolidate. 


2 Inthe All References box, select the source area you want to delete 
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3% Choose the Delete button. 
ate without the deleted source area, choose OK. 


4 To reconsolid 


To close the dialog box, choose the Close button. 


More About Consolidating Data from Multiple Worksheets 


Teens Guidelines 


Only Values Are Consolidated Text and formulas are not consolidated. 


Consolidating from Lotus 1-2-3 Worksheets Youcan consolidate worksheets 
saved in any of the 1-2-3 file formats supported by Microsoft Excel. For a list of 
these file formats, see “Exchanging Documents with Other Applications,” later in 
this chapter. The worksheets don’t have to be open during consolidation. You can 
also create links to 1-2-3 worksheets during consolidation. 


Using Names in Consolidation You can type names in the source area refer- 


ences in the Reference box. Using names instead of references ensures that the 
right data 1s consolidated, no matter where it is on the source worksheet. 


Consolidate_Area, Microsoft Excel uses that 


If a worksheet has a range named 
lidation on that worksheet. 


range as the destination area for any CONnso 
ation area to control which categories are 


You can use category Utles in the destin 
left column of the 


consolidated. If you place category titles in the top row or 
destination area, Microsoft Excel consolidates only those categories from the 
source areas. You can use the asterisk (*) and question mark (7) as wildcard 
characters in the destination categories. For example, categories titled Salaries 
and Salary would be consolidated into a category titled Salar* in the destination 


area. 


Using Wildcard Characters in Consolidation You can use the asterisk (*) and 


question mark (?) as wildcard characters in the filename part of the source 


reference. For example, you could create a group O 
all start with Sales. Each sheet has a summary area named Results. You could 

ate from the same range on all the worksheets in the group by specifying 
*!Results. Microsoft Excel displays a message if the source 
ference during consolidation. 


consolid 
the source area Sales 
reference Is nol a valid name or if it cannot find are 


f sales worksheets whose titles 
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Consolidating with Command Macros Try using command macros to do 
frequent consolidations. Macros make your work faster and more accurate. For 
information on recording a macro, see Chapter 18, “Automating Tasks with 


Command Macros.” 


Use Consolidation by Category Consolidate data by category whenever 
possible. Consolidation by category Is more accurate than consolidation by 
position, Consolidation by position ts intended only for a series of identical 
worksheets, such as worksheets created from the same template. 


Creating Links During Consolidation to an Outlined Worksheet Ii the worksheet 
containing your destination area also contains an outline, do not turn on the 
Create Links To Source Data check box. Turning on this check box adds outlined 
rows and columns to your worksheet. If your worksheet already contains an 
outline, all the rows and columns between the destination area and the existing 


outline area are added to the outline. 


Consolidating Within a Single Worksheet = You can use consolidation to combine 
data from various areas on a single worksheet. Just specify source and destination 
areas on the same worksheet. Consolidation works well as a summary tool for 


large, single worksheets. 


Automating Reporting with Consolidation and Mail You can combine consoli- 
dation with a macro that sends mail to automate your organization's reporting. 
For information on the CONSOLIDATE and SEND.MAIL functions, see the 
Microsoft Excel Function Reference 


“* Troubleshooting 


Incorrect Results from Consolidation 1 consolidation did not produce the 

results you expected, be sure that you: 

es Specilied the function you want Microsoft Excel to use in consolidating the 
data. 

= Turned on the Top Row or Left Column check box if you are consolidating by 
calegory. 

s Included the row or column titles in your source and destination areas if you 
are consolidating by category. 


= Specified a destination area large enough to hold the consolidated data. 


Exchanging Data Using the Clipboard 


With the Clipboard, you can cof 
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yy data, charts, or objects from Microsoft Excel 
also paste dala into your Microsoft Excel work- 
I with a word processor, such as Microsoft Word; 
shee 


t» PowerP .. or from documents 
from presentalions created with Microsoft PowerPoint«; or fr 


ated with other Macintosh upplications 
Microsoft Excel temporarily stores the data on the 
another location within the same 

he same application, or into a 
formation on Clipboard 


to another application You can 
ts from documents created 


cre 
When you cul or COpy data. 


Clipboard. Then, you can paste it into 
her document created with t 


another application, For more In 
acintosh documentation. 


document, into anot 
document created with 
operations, see your M 


the Clipboard stores a picture 
of the copied chart. 
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Online Help also provides information on exchanging data using the Clipboard 
To display online Help, choose the Window Help command. If you are using 
system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


mu Copying data from Microsoft Excel 


1 Activate the Microsoft Excel document window containing what you want to 
copy. 


Select the cells or objects you want to copy. 


Choose Edit Copy. 


If you want to copy a picture of a chart or range, choose Edit Copy Picture by 
holding down SHIFT while selecting the Edit menu. 


Activate the window or application you want to copy lo. 
Paste the information, using the procedure for pasting data in the application 


you are copying to. 


lf you use the Edit Cut command to copy an object to another application, the 
object is deleted from the worksheet you copied it from. 


su Copying data to Microsoft Excel 


You can use the Clipboard to copy information from other applications into 
Microsoft Excel. This way, you can easily import data into Microsoft Excel for 
analysis or charting. 


1 Activate the document containing what you want to copy. 


2 Cut or copy the data, using the procedure for cutting or copying in the 
application you are copying from. 


Activate the Microsoft Excel document you want to copy to. 
Select the cells to paste the data tn. 


Choose Edit Paste. 


To paste a picture of the data, hold down siirT and choose Edit Paste Picture. 


MORE ABOUT 






Exchanging Data Using the Clipboard EJ 
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Hoan object 1s selected when you paste text from another application into 


Microsoll Ieacel, the text is placed in 


4 text box. IE you copy a table from a text- 


based program (such as a word processor or database application), you can 


arranve the imported data into columns 


and rows by using the Data Parse com- 


, sp **p.- ; y 
. s 
mand. bor information on parsing data into columns and rows, see Parsing 


Imported Values,” later in this chapter 


iu Displaying the contents of the Clipboard 


To save ime when you move dat 


a between documents, the Clipboard does not 


display the actual cells when you cut or copy data. Instead, it displays something 
like “Copy mR x IC™ or “Cut 4R x 2C.” When you paste the cells into another 


application, the cells you selected are pasted. 


& Choose Window Show Clipboard. 


More About Exchanging Data Using the Clipboard 


pean ae Guideline 


Clipboard Formats Microsolt Excel supports the following Clipboard formats: 


Format 
Microsoft Excel file tormat 


Text 

Text (tab delimited) 

Formatted text 
Comma-separated values 
Symbolic link format 

Lotus 1-2-3 Release 2.0 format 
Data interchange format 
Embedded object 


Linked object 


Values 
Standard graphics format 


Picture 


Bitmap 


*From Microsoft Excel only 


Clipboard type identifier 
BIFF, BIFF3 

Display Text, OEM Text 
Text 

Rich Text Format* 

CSV 

SYLK 

WK1 

DIF 


Native OwnerLink, Picture, OF other 
presentation format 


OwnerLink, ObjectLink, Link, Picture, or 
other presentation format 
Value for the Macintosh 


CGM for Microsoft Excel for Windows or 
OS/2 


PICT for the Macintosh; Picture” for 
Microsoft Excel for Windows or OS/2 


Bitmap for Microsoft Excel for Windows 
or OS/2 
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Exchanging Documents with Other Applications 


There are several ways to exchange data between Microsoft Excel and other 
applications. One way 1s to open documents from other applications directly into 
Microsott Excel. Microsoft Excel automatically recognizes the file formats of 
muny other spreadsheet and database applications. Also, you can save your 
Microsoft Excel documents in many common formats, and use them with other 
applications. Microsoft Excel opens and saves files in the following formats: 


Format Type of document 

CSV Comma-separated values 

DBF 2 dBase Il 

DBF 3 dBase Ill 

DBF 4 dBase IV 

DIF Data interchange format (VisiCalc) 

Normal Standard Microsoft Excel format 

SYLK Symbolic link (Microsoft Multiplan) 

Text ANSI text for Windows, ASCII text for OS/2, text for Macintosh 
WK1 Lotus 1-2-3 Release 2 

WKS Lotus 1-2-3 Release 1 and Lotus Symphony 

WK3 Lotus 1-2-3 Release 3 

Excel 2.x Microsoft Excel version 2. x 

For information on See 

Opening and saving files Chapter 3, “Creating and Using a Worksheet” 
Linking documents “Linking Documents” earlier in this chapter 


Online Help also provides information on exchanging documents with other 
applications. To display online Help, choose the Window Help command. If you 
are using system software version 7.0 and the Help command does not appear on 
the Window menu, display Help by pointing to the Help menu icon and choosing 
the Microsoft Excel Help command. For information on a specific command, 
select the Commands topic. For information on using online Help, see “Usin : 
Help” in Chapter 1. ‘ _ 


TTD = documents from other applications in Microsoft 
e 


ese — se documents from other applications in Microsoft Excel and work 
with the data using the analysis, charting, formatti mat ie 

| wwe wens atting, and printing capabilities o 
Microsoft Excel. P aes s of 


1 Choose File Open. 
2 In the list, select the document you want to open. 


3 Choose the Open button. 






Exchanging Documents with Other Applications 
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Using Microsoft Excel documents in other applications 


Microsoft Excel documents in other file formats. This way, you can 
Microsoft Excel 


aout 


You can save 
work with Microsoft Excel data in other applications or share 


data with people who use other applications. 


Choose File Save As 


—_ 


Choose the Options button, 


In the File Format box, select the file format you want. 


In the Save Worksheet As box, type a new name for the document. 


2 
3 
4 Choose OK. 
5 
6 


Choose the Save button. 


sun Opening text files from other applications 
other applications in Microsoft Excel. This can be 


You can open text files from 
les. Each line ina text file represents one row. 


useful for opening database {1 
Within a row, cells are delimited by a comma or a tab. 
Choose File Open. 
Choose the Text button. 
Under Column Delimiter, select the character used to divide columns of data 
(comma or tab). 
4 Under File Origin, select the operating environment the file came from: 
Macintosh, Windows, OS/2, or DOS. 
Choose OK. 


In the list, select the name of the file you want lo open. 


Choose the Open button. 


nua Saving text files for use in other applications 


You can save Microsoft Excel documents as text files for use in other applica- 
tions. Microsoft Excel can delimit cells in a text file with a tab or a comma. 
Text files that use commas to delimit cells are stored in a file format called 


CSV (comma-separated values). 
1 Choose File Save As. 


2 Inthe Save Worksheet As box, type a name for the document. 


3 Choose the Options button. 


4 Inthe File Format box, select the text file format you want—Text, CSV, Text 


(Windows), CSV (Windows), Text (OS/2 or DOS), or CSV (OS/2 or DOS). 


5 Choose OK. 
6 Choose the Save button. 
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sua Parsing imported values 


If you copy data into Microsoft Excel from another application, especially a 
database application, several columns of data may be condensed into a single 
column. For example, if you open a database report file from another application 
as a worksheet in Microsolt Excel, each full record is typically placed in a single 
cell. Use the Data Parse command to separate the fields of each record into sepa- 
rate columns. The range you parse can be any number of rows long, but only one 
column wide. The parse settings you create for the first cell in the range apply to 
all cells in the range. 


To do this procedure, you must be using fuil menus. 


When you parse the data, Microsoft Excel fills cells to the right of the column you 
are parsing. If there is data in those cells, that data is replaced by the parsed data. 


Make sure there are enough blank cells to the right of the range you are parsing to 


accommodate the data. 


1 Select the range of cells containing the data you want to separate. The range 
must be only one column wide. 


2 Choose Data Parse. 


The Data Parse dialog box displays the contents of the first cell in the range. 
The parse settings you set for the first cell apply to all cells in the range. 


3 Choose the Guess button. 


Microsoft Excel adds brackets to the parse line. Each set of brackets shows 
where a field will be separated into a different column. 


4 If necessary, change the guess by adding or deleting brackets in the parse line. 


You add or delete brackets in the Guess line just as you edit any other text box 
ina dialog box. 


5 Choose OK. 


If you néed to parse dissimilar cells, see the PARSE function in the Microsoft 
Excel Function Reference tor a macro that parses based on a delimiting character. 








Using Dy 


namic Data E 


Pad se Syd Foy Ay 


Lroaey Pam Pear 





Using Dynamic Data Exchange (DDE) in Command Macros 


IMPORTANT 


There are several ways to exchange data between Microsolt Excel documents 
and documents created in other applications. One way ts by using dynamic data 
exchange (DDE), which ts a method of exchanging data between applications. 
You can use DDE in command macros to: 

es Start another application. 

= Send data to another application. 

a Get data from another application. 


s Carry oul commands in another application. 
To use DDE, you must be using system software version 7.0. 


For information on See 7 
Writing command macros Chapter 19, “Designing and Writing a Command 
Macro" 


Using DDE 
Command macros using DDE must perform these steps: 


s QOpena channel. The macro must first open a channel to the application with 
which it is exchanging data. Use the INITIATE function to open a channel 
between applications. 


Send or request data. Once a channel is open between applications, data can 


@ 
be exchanged. Use the REQUEST function to request data from another 
application, use the POKE function to send data to another application. 

= Close a channel. After the macro has exchanged data, use the TERMINATE 


function to close the channel between the applications. 


The following illustration shows two command macros using DDE. The first one 


requests available DDE topics from a word processor that supports DDE; the 
second one sends text from a cell to the beginning of a document. 







Ne | 





Topics 
topic channel =INITIATEC Editor”, “system”) open ae channel to — 

= results =SET NAME( “results * REQUEST (topic_chenne!l “topics”))| request avoileble topics 

5 =TERMINATE(topic_channel ) close channel 
___| sRETURNO ; 

3 

Send_dat 

end_data 

c send_channel |=INITIATE( “Editor” “hard disk editor test”) open a channel to document 

cs =POKE(send_channel “StartOfDoc” C11) send this comment to document | 
grea =TERMINATE(send_channel ) close channel to document 

13 nd es on, es ie I 


—_———— 
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All applications using DDE to exchange data must include three clements: the 
name of the application (app), the basic data grouping (topic), und the data within 
a topic (item). 


When you access Microsoft Excel [rom another application, you may need to 
know which values Microsoft Excel recognizes for app, topic, and item: 


Category Value recognized by Microsoft Excel 

App text The text value "Excel". 

Topic_text Either System or the name of any open document, just as 
it appears in the title bar, as text. For example, "Sales 
Report” 

ltem_text Any reference or name that is recognized as the name of 


a reference. If you are using the System topic, Microsoft 
Excel recognizes some special items. These items are 
described in the rest of this section. 


Opening a DDE Channel 

Use the INITIATE function to open a channel to a topic in a particular applica- 
tion. The topic can be a document open in the application or the application itself, 
To open a channel to a document, use the INITIATE function with the following 
syntax: 

=INITIATE(app featsfopic text) 

Be sure to include the path for the document if it is not open or not in the current 


folder. For example, to open a channel to a document named Report in a word 
processor that supports DDE, use the following function: 


=INITIATE("Editor” Report’) 

To open a channel to an application, use the name of the application along with 
the System topic: 

=INITIATE(app text. System”) 

For example, to open a channel to the word processor, use the following function: 
=INITIATEC’ Editor’ ,“System”) 


If the INITIATE function successfully opens a channel to the application, 1 
returns the number of the channel. 
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Requesting Information 


vue anened i channel to an application using f 
Once you have opened a channe jiu seca 
a : application using the REQUEST function. 


DDE can provide different groups ot information. To 
jes, use the Sysitems 


he System topic, you 


can request information from the 
Applications that support DI : 
find out which groups of information an application provic 


item. | 
1 . > the | -ms along 
To ask Microsoft Excel tor specific information, Use the following items along 


with the System topic. 
item information returned 


Sysitems A list of all the items you can use with the System topic (that Is, 
| “Sysitems’, “Topics”, “Status”, and so on) 


A list of all open documents, including their full pathnames 





| ” 
an “Ready” if Microsoft Excel is ready to carry out commands; “Busy 
otherwise 
Formats A list of all Clipboard formats supported by Microsoft _— 
Selection A list of the external references of all selected ranges !n Microsoft 


Excel. References are given in absolute R1C1 style. 


All values are returned by Microsoft Excel as an array of items In — “i 
(ASCII text) format. You must enter the REQUEST funcuon . “ 8 
define a name for the result of the REQUEST function using the Tons g 


syntax: 
=SET.NAME(iame [ext REQUEST(channel_ num, item text)) 


| ame of the arti sale Various 
You can then use the INDEX function and the name of the array to locate var 


items in the named array. 


Sending Data to an Application 


Once you have opened a channel to a topic in 
data to that topic using the POKE function. The PO 


another application, you can send 
KE function has the following 


syntax: 


=POKE( channel num,item text,data ref) 


7 ee es 
The item depends on the application you re sending information lo. For infec 


mation on locations to senc 


i information to, see the documentation for that 


application. 
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muna Carrying out commands in Microsoft Excel using DDE 


You can have other applications instruct Microsoft Excel to perform a particular 
command. 


1 Forapp text. type "excel" 


To specify a particular instance of Microsoft Excel, type "excel" plus a task 
identification number. 


2 For topic teat, type "system" 


For item text, type a text value consisting of Microsoft Excel command- 
equivalent macro functions, with each function enclosed in brackets. 


For example, the following item instructs Microsoft Excel to open the file 
Hard Disk: Excel:Survey: 


"{OPEN("" Hard Disk:Excel:Survey"”)|" 


The macro functions used in the item must be command-equivalent macro 
functions, and any arguments to the functions must be constants. If you use a 
reference as an argument, give it as text in the RIC1 reference style. To use 
more than one function, concatenate the functions. For example, the item 
“(RUN(“RIC1”)|[BEEP()]” instructs Microsoft Excel to run the macro starting 
in cell RICI and then beep. For information on command-equivalent macro 
functions, see the Microsoft Excel Function Reference. 


Closing a DDE Channel 


When you are finished using DDE to request information from or send informa- 
tion to another application, you must close the channel to that application using 
the TERMINATE function. The TERMINATE function has the following syntax: 


=TERMINATE(channel_ num) 


More About Using Dynamic Data Exchange (DDE) in Command 


Tip 
Sending Keystrokes to Other Applications You can send keystrokes to other 
applications using the SEND.KEYS function. By sending keystrokes, you can 
carry Out Commands in other applications. For more information, see the 
SEND.KEYS function in the Microsoft Excel Function Reference. 
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Transferring Files with Microsoft Mail 


NOTE 


You can use Microsoft» Mail to send Microsoft Excel documents to other 
Microsoft Mail users. You can enclose a single worksheet, chart, or macro sheet 
ina message and send it to a range of recipients that you specify. You can also 
send several worksheets and macro sheets at one time by first defining them as a 
workgroup, You can’t include a chart in a workgroup. 

While you are working in Microsoft Excel, you can open documents sent to you 
through Microsoft Mail. These documents can be in any format that Microsolt 
Excel can open. For a list of the file formats that Microsoft Excel can open, see 
“Exchanging Documents with Other Applications,” earlier in this chapter. 

You can use Microsoft Mail with Microsoft Excel only if your computer ts con- 
nected to a Microsoft Mail server and you are signed in to your mailbox, This 
section assumes that you know how to use Microsoft Mail to read and send mes- 
sages. For details on installing, signing in to, and using the mail system, see your 
Microsoft Mail documentation. 


To use Microsoft Mail with Microsoft Excel, you must be using Microsoft Mail 
version 2.0 or later. 


Opening Mail 

You use the File Open Mail command in Microsoft Excel to start Microsoft Mail 
and view the Microsoft Excel documents sent to you by other users. The File 
Open Mail command lists only those messages that contain documents in 
formats that Microsoft Excel can open. A message contains comments and 


documents. 


uuus Opening mail messages 

1 Choose File Open Mail. 

2 Select the name of the Message you want lo open. 
To select multiple messages, hold down sHiFT while clicking or dragging 
through message names. 

3° To open just the comment attached to the Microsolt Excel document, choose 
the Comments button. 
To open both the comment and the document, choose the Open button. 


Microsoft Excel opens each document attached to the selected messages and 
displays the comments for each message in a separate window. 


If you decide not to open any enclosed documents, choose the Cancel button. 
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Sending Mail 


You can send any Microsolt Excel document through Microsoft Mail. You can 
create and format your document as you normally would within Microsoft Excel @ 
and then send it to other Microsoft Mail users. All the settings and formats of 
each Microsoft Excel document are sent along with the document. 


You can also send worksheets and macro sheets together by first defining them as 
a workgroup. For example, if you want to include the worksheet that contains the 
data used in a macro sheet you created, you can send both the worksheet and the 
macro sheet as a workgroup in one message. You must send a Microsoft Excel 
chart in a separate Message. 
nus Sending a Microsoft Excel document 
1 In Microsoft Excel, open the document you want to send. 

You can send a worksheet, a chart, or a macro sheet. 


2 Choose File Send Mail. 


Microsoft Mail starts and the Send Document dialog box appears. Microsoft 
Excel specifies the active document as the document to send with the mail 

message and inserts the name of the active document in the subject line of the ¢ 
Message. 


Specify the users you want lo receive your message. 
Change the subject line, if you want, 


Type your comments in the Comments box. 


on & W 


To send your message. choose the Send button. 

To delete your message without sending it, choose Cancel. Deleting the 
message does not affect the document. 

mun Sending a workgroup 


You can use the File Send Mail command to send all the sheets in a workgroup at 
one time. Your comments are included with each worksheet and macro sheet in 
the workgroup. 


lf you are using Microsoft Mail version 2.0, each sheet in the workgroup Is sent as 
a message with a copy of your comments. If you are using Microsoft Mail version 
3.0 or later, one message is sent which includes all the sheets in the workgroup 
and only one copy of the comments. 


1 Open the worksheets and macro sheets you want to send. 
2 Choose Window Workgroup. 


Microsoft Excel displays a list of all open, nonhidden worksheets and macro . 
sheets in the Select Workgroup box. : 
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3° Inthe Select Workgroup box, select the names of the sheets you want lo 


include in the workgroup, 

atone ime, hold down SHIFT and drag through the 
ant to include in the workgroup. To select only 

e Select Workgroup box, hold down COMMAND 
ant to include in the workgroup. 


To select several sheets 
names of the sheets you W 
some of the sheets listed in th 
and click the name of each sheet you w 


4 Choose OK. 


Microsoft Excel adds “|Workgroup 
macro sheets. 


\ to the names of the worksheets and 


5 Choose File Send Mail. 


Microsoft Mail starts and the Send Document dialog box appears. arse’ 
Excel specifies the sheets in the workgroup as the documents to send wil : “ 
mail message and inserts the name of the active sheet in the subject line of the 
message. 

Specify the users you want lo Tee eive your Messave. 
Change the subject line, if you want. 


Type your comments in the Comments box. 





oo nN ® 


To send your message, choose the Send button. 


To delete your Message without sending il, choose C ancel. Deleting the 


message does not affect the documents. 
r ar ap ER 
For more information on defining and editing a workgroup, sec Editing 


Worksheets as a Group,” earlier in this chapter. 
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Finding. extracting, and deleting database information. Generating 
information about your database using Microsoft Excel's database 


functions. 
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# Creating and Using a Database on 
| a Worksheet 


A database is a tool for organizing, managing, and retrieving 
information. You create a database on a worksheet and use it to 
store and manipulate large, complex bodies of data. By using the 
Microsoft Excel database capabilities, you can quickly enter, edit, 
locate, sort, and analyze your data. The Microsoft Excel data form 
makes it easy to view, change, add, find, and delete records in a 
database. You can also create a custom data form to display data- 
base information in the format you want. 


Table of Contents 

Creating a Database ... 347 

Sorting a Database ... 352 

Maintaining a Database with a Data Form ... 356 


Creating a Custom Data Form ... 365 


Creating a Database 


In Microsoft Excel, you create a database on a worksheet. By using your work- 

sheet data as a database, you can easily store and manipulate complex data or 

large amounts of data. 

You can use a Microsoft Excel database to. 

es Search or query to find specific data. 

ea Sort data alphabetically and numerically by rows oF columns in ascending or 
descending order. 

e Extract subsets of the data based on criteria you define. 

s Pertorm statistical calculations on the data for analysis and decision-making. 

a Print data organized for specific purposes. 

For example, you might structure 4 database as a list of clients, their addresses, 

and their sales transactions. You could use the database to find all transactions 

during a certain period for one client and prepare a printout summarizing those 

transactions. 

Online Help also provides information on creating a database. To display online 

Help, choose the Window Help command. If you are using system software 

version 7.0 and the Help command does not appear on the Window menu, display 

Help by pointing to the Help menu icon and choosing the Microsoft Excel Help 


command. For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter i 
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Database range Field 
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The Parts of a Database 


The following illustration shows the parts of a database: 


Field Computed 
held 


























Invoice _ Dete Co. No. Company | Amount | Tex | TOTAL 
22-Sep-90 101 Second National Bank | $3,299.00 | $26062; $3,559 62 
_ 10-Feb-91, 85 International Auto Repair | $601.00: $47 48) $648 48 
29-Sep-90' 101 \Second National Bank —, $7,82300; $618.02, $8,441 02| 
| ?-Oct-90; 54 Harper Industrial |  $11200) $885 | $120 85 
19-Oct-90 101 Second National Bank ; $430.00] $3397) $4639? 
| 21-Oct-90, 12 Ferguson & Bardell | $24500) $1936) $264 36 
26-Oct-90 85 International Auto Repeir | $9000) $711 $9711 
| 2-Nov- 90! 54 Harper Industriel $3,084 00 $24364/| $3,32764 | 





= Database range A database range is a rectangular range of worksheet cells 
defined as a database; the first row of the database contains the field names. 
To define the database range, you use the Data Set Database command. 
Microsoft Excel assigns the name Database to this range and you can use the 
name as you would any other named reference. For example, you can use the 
name with the Formula Goto command to select the database range quickly. 
In the illustration, the range A6:G15 is the database range. 


=» Record A record is a single row in a database. Each record contains 
the same categories of data as every other record in the database. In the 
illustration, the data for International Auto Repair in row 8 is a record. 


= Field Each column in a database is a separate field and each of the cells 
within a column is a field, You can enter text, numbers, dates, formulas, or 
functions as field entries. In the illustration, each record contains an Invoice 
field, a Date field, a Co. No. field, a Company field, an Amount field, a Tax 
field, and a TOTAL field. 

= Computed field A field containing formulas or functions ts called a 
computed field. In the illustration, the TOTAL field is a computed field. 


= Fieldname A field name is a name that identifies the data stored in a field. 
The top row of a database must contain the field names; each column must 
have a field name. In the illustration, “Co. No.” and “Company” are field 
names. 








Planning a Database — : 
Logical, consistent structure is the key toa powerlul aie om : 
creating your database, think about how you'll use oo | - ee wi | 
can create a database that helps you retrieve data quickly and uses Y | 


efficiently. ’ 
Use the following guidelines to help you organize your database: | 
Create the fields from the categories of data you — — 
for each event or item. For example, in tracking sales pane nage m tes 
to know the date, the client's gn’ age as woul - a 

and price of each item ordered; and the order te al. Thes | 

me ne the database. Use a separate field for cach Se 200 am 
retrieve separately. For example, if you want to sort a oe na ge con 
one field for addresses and a separate field for postal COCs», 

aining both addresses and postal codes. 

vents or items you want to 
Jers, make each sales order 


= Create fields 


create 
a single field cont 
Create the records from the e 


es Create records 
ave to track sales orc 


track. For example, if you h 
transaction a record in the database. 
=s Testamodel Usea small model to test the — einen 
7 ate a large database with many records, you mig ' 
need to create a large database ? h mng’ wae 
the database with only 10 records and do a trial run with a few sei = 
techniques to see if the organization of the database suits your purposes. 


n of your database. If you 





Entering Database Information Si ws 
After you decide on the design for your database, you a beagle vee sapande 
first entering the records according to the following = oe es salir se 

are entered, you must define the database range with the Da 


command. 

Use these guidelines when you create your database: | 
= Database size A database can be as large as an entire worksheet. 
The first row of the datab 
leave several blank rows a4 
ables, or other formulas. 

Field names must be text constants (if field 
, numbers, the field name must be enclosed in quotation marks 


as text). Do not use numbers, logical values, error bene 
Otherwise, the database comman S 


ase must contain the field 


s Field name location bove or to the left of the 


names. You may want to 
database for entering criteria, t 

= Allowed values in field names 
names contall 
to be interpreted 
blank cells. or formulas as field names. 
will not work properly. 
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Field names can be a maximum of 255 characters 
long. However, it’s best to use brief field names and keep the contents of any 
field to a minimum. This makes it possible to use narrower column widths and 
view more of the database at one time. In addition, short field names make it 
easier to perform other operations such as database statistical calculations and 
edtrachions, 


Every record must have the same fields, but you don't have to 
enter data in each field. Be careful not to insert extra spaces at the beginning 
or end of each entry in a field; extra spaces can affect database functions or 
the results of a search. 


You can use either uppercase or lowercase letters. 
Microsoft Excel ignores capitalization when searching or sorting a database. 


You can include worksheet formulas that calculate field values 
from other field values in a database. For example, you might have an 
Amount field that multiplies quantity ordered by price in every record. You 
can also perform calculations as part of your criteria when you find, delete, or 
extract information from the database. For information on creating worksheet 
criteria, see “Using Worksheet Criteria” in Chapter 10. 


Creating a database 


1 In the first row of the area that will become the database range, enter the field 
names. 


2 Enter the records in the rows below the field names. 


You can enter text, numbers, formulas, and functions in your database just as 
you would on a worksheet. 


3 Select all the cells in the database range, including the field names and an 
extra blank row below the last record in the database for future expansion. 


4 Choose Data Set Database to define the database range. 


Microsoft Excel names the selected range of cells Database. 


11 Setting up more than one database on a worksheet 


When you choose a database command, Microsoft Excel looks for the name 

Database to determine which range of cells to work with. For this reason, only 

one database at a time can be defined with the name Database. However, you 

can set up several databases on a single worksheet, and switch between them by 

reassigning the name Database to different ranges of data. 

1 Select the new database range, including field names and an extra blank row 
below the last record in the database. 


2 Choose Data Set Database. 


Another quick way to switch between databases is to use a macro. For information 
on creating macros, see Chapter 18, “Automating Tasks with Command Macros.” 


MORE ABOUT 
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When adding or formatting records, use 
that your database range T 


NOTE 
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wel 


= Guideline 
Editing and Formatting 4 Database 
editing techniques for wor 


or copying d 
Worksheet Data’ 


You can format the datab 


You can edit a database using any of the | 

ksheets, such as adding oF deleting rows and nc a 
ata. For information on worksheet editing procedures, see iting 

‘in Chapter 3 and Chapter 4. “Editing a Worksheet. | 

ase with any of the worksheet formatting Opuions, such 


nts, font choices, and built-in or custom 


“ ; : ‘ we 
or column width adjust Chapter 5, “Formatting 


ber formats. For more information on formatting, see 
the following guidelines to make sure 
{ includes all records: 


ve * . * Cc 
yr blank records with the Edit Insert command, make nil 
above the last record of the database. apne ae “es 
t , . ; sae ° © e€ e€ 
redefine the database range to include the new a. imemeent “ne 
> . a hlank record at the end of the alabas . Then, 
* datubase, include a blank rece | } 
- to add new records, select the blank row and choose Edit 
atabase above the selected row. 


emains valid anc 


If you add new ¢ 
you insert them 


when you want 
Insert to add a blank row to the d 


etining the database when you add new records Is to 
use the data form to add new records to your 
ords to the bottom of the database 

e to include those records. For 
Records with a Data Form,” later 


Another way to avoid red 
use the data form. When you 
database, Microsoft Excel adds those rec 
and automatically extends the database rang 
information on using a data form, see “Editing 


in this chapter. 


it's same for- 
Because all entries ina field are similar, t's usually best to an pede : 
mats for an entire field (column). Exclude the field names w en 


i ; are often 
field because the same formats generally don t apply. Field agree 
text, whereas the data they describe may be numbers or text! pe 


formals. 


So ””~—Ct=—C— 
. sala ital T j p S 


Many of the display formats and options ote 
to view normal worksheet ranges—such as opening multiple windows — itting 
are also useful for working with large databases. 

ksheet window and place the field names “ . 
separate window pane, you can scroll freely through a pen cies 
keeping the field names in view. For EE enor Weakahieeh - 

or splitting a window into panes, see Changing Ho 


Displayed” in Chapter 5. 


Working with Large Databases 





a window into panes 
example, if you split the wor 
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In addition, you can display the largest number of columns in your worksheet 
window by adjusting the column widths to the minimum width required to 
display the widest entry in each column, To do this, select the database range 
and choose the Best Fit button in the Format Column Width dialog box, or 
double-click the line to the right of the column heading. 


Use the Name “Database” When Creating a Chart or Printing §=When you want to 
use your database information in a chart, use the Formula Goto command to find 
and select the database before you choose the File New command to create the 
chart. When you use the name Database in the Formula Goto command, you 
ensure that the chart area ts correct. Likewise, to print only the database on your 
worksheet, use the Formula Goto command to find and select the database before 
you choose the Options Set Print Area command to define the database as the 
print area. To print the database, choose the File Print command. 


Sorting a Database 


You can reorganize the data in a database alphabetically or numerically with the 
Data Sort command. You can sort rows or columns in any selection and you can 
choose whether to sort the rows or columns in ascending or descending order. 


You can specify up to three sort keys to sort a database. A sort key identifies 
which column to sort by when sorting rows, or which row to sort by when sorting 
columns. You can refer to any cell in a row or column to identify that row or 
column as a sort key. 


If you use more than one sort key, columns or rows with the same entry for the 
first key are sorted according to the second and third keys. If you have not iden- 
tified second and third keys, rows or columns with duplicates in the first key are 
left in the order in which they are found. 


For example, if the fields in your database include Invoice, Date, Company, and 
Amount and you want to sort the database by Company, you specify Company as 
the first sort key. Any duplicate company names appear in the original order. 
However, if you specify Date as the second sort key, invoices for the same com- 
pany are sorted by date. 

The sort order that Microsolt Excel uses if you specify ascending order ts: 

s Numbers 

es Text 

@ Logical values 

@ Error values 


® Blanks 
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xcel reverses the order of everything 
ys sorted last. For information on the sort order 


‘ 


“More About Sorting a Database,” later in 


If you specify descending order, Microsott E 


except blank cells, which are alwa 
within each of these categories, see 


this seclion 


The procedures for sorting data in a database are the same as those for sorting 
selected data on a worksheet. 


Online Help also provides information on sorting a database. ¥o nat nae 
Help, choose the Window Help command. If you are using system so ti a 
version 7.0 and the Help command does not appear on the Window ra tes ay 
Help by pointing to the Help menu icon and choosing the Microsoft — e P 
command. For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter 1. 


sun Sorting a database 


Be careful not to include the field names as part of the selection to be — The 
tield names for a database must always remain in the top row of the database. 


1 Select the range you want lo sort. 





Everything within that range will be reordered, based on the key rows or 
columns you specify. Nothing outside of that range will be affected by the 


sort. 

Choose Data Sort. 

To sort rows (keep rows intact), select the Rows opuon. 

To sort columns (keep columns intact), select the Columns option. 


4 Enter the reference of your first key in the Ist Key box. 


If you are sorting by rows, this can be the reference of any cell in the — 
you want to use as your first key column. If you are sorting by columns, this 
can be the reference of any cell in the row you want to use as your first key 
row. 

You can accept the proposed reference, type a new one, or select one on the 
worksheet. 


erence 22 and - 
5 To sort by more than one key, enter references in the 2nd Key and 3rd Key 


boxes. 


6 Select Ascending or Descending order for each key you specify. 


7 Choose OK. 
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Sorting with More Than Three Keys 


You ci é 3 
l 5 in sort with more than three keys by sorting two or more times. When you | 
sort with more than three keys. keep these guidelines in mind: | : 


a iy > *y* . > 
The most recent sort takes precedence, so you should always do the last sont 






with the keys that are most important. 





% 


a : 1 Eyvce st: , 
Microsoft Excel retains the previous sort sequence in places where the current 


sort produces equal items. 


lor example fi 
imple, if you want to use five key columns to sort the rows of a selection, 


Page Sh Re 
one sort using the fourth and fifth most important columns selected as the first 


and second keys. Then do a sec u 
— aeleae o a second sort using the three most important columns 
siusus-- Sorting with more than three keys 


1 S vs , *,* sd - 
Sort using the three least important keys. Of those three keys, use the most 
Important 4 : ir *y, the ‘ ‘ond | 
"I ortant as the first key, the next most important as the second key, and the 
least important as the third key. “ 


2 Sort usin 
sing the next three keys, again using the : 
: an Stee we mo: ‘ 
the first key. . . nost important of the three as 
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Guidelines 
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s Numbers” Fr > large 
ers From the largest negative number to the largest positive number 
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« Blanks Always sorted last. 


In descending 
blank cells, which are always sorted last. 
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town in the following table. Microsoft Excel 


on when sorting text. The numbers shown in the text sort 
are entered as text values. Numbers that are 


e sorted before text values. 


Text | According to the order st 


NOTES capitalizal 
order refer to numbers that 


entered as numeric values af 
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Logical values FALSE before TRUE. 


All error values are equal. 


order, Microsoft Excel reverses the order of everything except 


ersion of the Macintosh syS- 


osoft Excel with an international v 
orting rules of the country in 


| sorts the data according to the s 


use. 


of Cell References as Sort Keys You can type a name in 
the Ist Key. 2nd Key, and 3rd Key boxes in the Data Sort dialog box instead of a 
cell reference. The name must already be defined on the active worksheet before 
y. If the name refers to a range of cells, Microsoft Excel 

he named range as the sort key. For example, if the 

(). cell BS would be used as the sort key. 


Using Names Instead 


you use It as a sor ke 
uses the upper-left cell int 
name Inventory reters to BS:C7 


Troubleshooting 
Sorting Numbers II the range you are sorting contains numbers, make sure that 
numbers as either all numeric values or as all text values. 
Otherwise, Microsoft Excel sorts the numbers entered as numeric values before 
sorting the numbers entered as text values. You can quickly check to see if 
Microsoft Excel is treating a cell as a number or text by looking at how the 
number is displayed in the cell. Unless you have used the Format Number 
command to change the cell display, cells use the default General format 
(numbers are right-aligned and text is left-aligned). 

To enter a number as text. such as a postal code or part number, enter the text as 
4 formula and type the numbers within double quotation marks. For example, if 
you type _"'98052", Microsoft Excel interprets the postal code as text, not as a 


you have entered the 


number. 
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Maintaining a Database with a Data Form 


NOTE 


A data form is a dialog box that provides a simple way to view, change, add, und 
delete records in your database, or to find specific records based on criteria you 
specify. 

You can use a data form without learning all the specifics of setting up criteria 
and extract ranges, or other details of database architecture. You might prefer this 
method if you're just starting to use databases or if you are setting up a database 
for someone else to enter data. 


With a data form, you can view one complete record at a time. Microsoft Excel 
takes the field names you set up in your database and automatically creates a Data 
Form dialog box based on those field names. If you want to display the database 
information in a different format or arrangement, you can create a Custom data 
form. For information on custom data forms, see “Creating a Custom Data 
Form,” later in this chapter. 


A database can contain as many records as you want. However, if you use the 
data form to display one record with many fields, the data form displays only as 


many fields as will fit in the form. You cannot scroll the data form to view the 
remaining fields. 


The data form works independently of the other Data menu commands you use to 
manipulate a database—the Data Find, Data Extract, Data Delete, and Data Set 
Criteria commands. It also operates independently of any criteria range you may 
have set up on the worksheet. If you enter criteria in the data form to find data- 
base records, those criteria do not affect and are not affected by any criteria in the 
criteria range on the worksheet. You cannot extract records with a data form. For 
information on using the Data menu commands, see Chapter 10, “Analyzing and 
Reporting Database Information.” 


This section does not include procedures for printing a database, which involves 
the same steps used for printing any worksheet range. 


For information on See 

Setting up a criteria range and “Using Worksheet Criteria” and “Extracting 
extracting data ° Records” in Chapter 10 

Performing calculations “Using Database Functions” in Chapter 10 
Printing a database Chapter 15, “Printing” 


Online Help also provides information on maintaining a database with a data 
form. To display online Help, choose the Window Help command. If you are 
using system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 
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The Parts of a Data Form | 


When you define a database and choose the Data Form command, epee | 
; > ‘ ‘ . . * ) 

Excel creates a data form based on your database and displays it in the Data orm : | 
; i . a, ‘ ‘ m= « s ) 

dialog box. The data form displays each field one record at a ime and gives you 


- | 
access to all records in your database. | 
The following illustration shows the data form for the database example used | 
earlier in this chapter and highlights the parts of a data form: | 


Record number 
inoicator 










invoice : [v1 560 



















































| 

3 Date: 9/22/1990 | 

19 463 9? | | 

7 ——— 264 36 | 

Hs Company:| Second National Boni 4 y | 
573 2- Nov ie : i 

+z 2 Amount: | 43299 | | 

16 

7 Tox: 260.62 l 

18 

19 $559.62 ) 

20 | 

21 

22 7 a | 

zi. —- 

Field with text box Scroll bar Command buttons 






(can be ealted) 
Computed fields (cannot be edited) 





= Field names These are the field names from your database, listed in a 
column. 

= Fields The column next to the field names contains the data for each field 
within the record. These fields collectively make up one database record. 

= Field with text box — This field includes field data you can edit with the data 
form. Any field that you can edil appears in a text box. 

= Field without text box Any field you cannot edit appears without a text 
box. You cannot edit a field that ts the result of a formula or function, or a 
field that is locked while the worksheet is protected. 

s Scroll bar = This bar shows your approximate position in the database and 
allows you to scroll through the records. 
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=s Record number indicator This message indicates which record ts d 
played and how many records are in the database. Blank records at the ai of 
= wes cs are not counted. The record number indicator chan a to “N ; 
Record” when you scroll to the first blank record after the I: : ank - 
record in the database. Celik aid 


e Title bi ; » bar : 
: bar = This ts the bur at the top of the data form that shows the name of 
the worksheet containing the database. 


To see areas of your databas 
e beh 
foc ude ee Gna ind the data form, drag the title bar of the data 


Editing Records with a Data Form 


” - can use a data form to edit the fields of a record, except for protected fields 
and computed fields. If you can edit a field, the data is displayed in a text box | 


“OF |} 5 . *k ac , 
For information on locking a cell and protecting a worksheet, see “Protecting 
Documents and Windows” in Chapter 16 ; 


a ye bap are saved permanently when you move to another record 
anges are correct before scrolling to anoth | 
make changes to the fields in a re : peo mak 
cord and then decide yo 
changes, you can restore the rec igi (apn gua 
ord to its original contents by choo 
sing the 
Restore button, as long as you do so before moving to a different ined 


sau Editing records with a data form 


_ edit in a data form, use standard procedures for editing in a text box. For 
° ormation on mouse and keyboard editing techniques, see “More About 
aintaining a Database with a Data Form,” later in this section 


1 Activate the worksheet containing the database. 
2 Choose Data Form. 
3 Scroll to and edit each record you want to change. 


4 Choose the Close button when you finish working in the data form 










Maintaining a Database with a Data Form Ed 


Pee a ee ee 
iS tna e 4 





ius Canceling changes to a record 
anges to the fields ina record and then decide you want to cancel 


If you make ch 
estore the record to its original contents, as long as you 


those changes, you cant 
do so belore moving loa different record 


nake any further changes, choose the Restore button. 


Pm Before you scroll ort 
nu Adding records with a data form 

You can use a data form to add a new, blank record to the bottom of your 
database. When you add a record, Microsoft Excel extends the database range 
to include the record. If there is no room below the database, Microsoft Excel 
displays a message. If any fields in the last nonblank record are computed, 
Microsoft Excel copies their formulas to the new record. 


1 Activate the worksheet containing the database. 
2 Choose Data Form. 


3 Choose the New button 


olls to the first blank record after the las 
icator changes to “New Record.” 


Microsoft Excel ser t nonblank record, 
and the record number ind 
4 Enter the data fields of the new record. 
tion in the first field, click the next field 
with the mouse or press TAB to move to the next field. For complete 
information on Moving among the fields in a data form, see “More About 
Maintaining a Database with a Data Form,” later in this section. 


When you finish entering informa 


ata fields, press ENTER. 


ecord to the database and displays another 
d 5 to add as many records as you want. 


5 When you finish entering the d 


Microsoft Excel adds the new 
blank record. Repeat steps 4 an 





6 Choose the Close button when you finish adding records. 


Finding and Deleting Records with a Data Form 

all records in your database. However, you can 
define criteria and use the Find Next and Find Prev buttons to find records 
matching the criteria you specify. Criteria are the instructions that Microsoft 
Excel uses to find these records. You can also use criteria to delete records from 


The data form scrolls through 


your database. 
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Phe following illustration shows how criteria might be specified in the data 
form example used earlier in this chapter. Microsoft Excel finds all invoices 
for International Auto Repair with amounts less than $1,000 and dated after 
January |. 199] 


This critenon tells Microsott Excel to search 
for invoices dated after Januaty 1, 1991 







=< 


Restore 


——S_— 


| Find Prev 


Invoicel 



















Invoice : 





Date: 


International Auto 









Company: 





—e 
Tax: { form 
RS 

Teas (Close) 





This criterion searches for invoices with 
amounts of less than $1,000. 






This criterion specities a search for invoices that have a 
company name starting with "International Auto.“ 


The type of criteria you can specify in a data form is called comparison criteria 
You use comparison criteria to find records whose data matches or falls within 
certain limits of specified criteria. Another type of criteria used In Microsoft Excel is 
called computed criteria. With computed criteria, you type a formula that refers 

to one or more fields in your database as your criterion. You cannot specify 

a criteria in a data form. For information on specifying computed criteria 
ie see “Using Worksheet Criteria” and “Entering Computed Criteria” in 
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= Aseries of characters you want matched 


For more informati 
see “More About Using Worksheet Criteria,” in Chapter 10. 
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You can search the database fot records that match these types of criteria: 


Enter text, numbers, or logical 
values. In the illustration, “International Auto” is an example of entering text 
as a criterion, Microsoft Excel finds all records that begin with “International 
Auto.” 

A quantity you want compared — Enter one of the standard comparison 
operators in front of the value you want records compared to. In the illus- 
tration. “> 1/1/91" and “< 1000" are examples of using comparison operators 
with criteria. Microsoft Excel finds those records with invoice dates after 


January |, 1991, and amounts less than $1,000. 


The six comparison operators are. 


Operator Meaning 

= Equal to 

> Greater than 

< Less than 

>= Greater than or equal to 

<= Less than or equal to 

<> Not equal to : 





An equal sign with nothing after it will find only blank fields. A “not equal to” 
operator (<>) with nothing after it finds only nonblank fields. For more infor- 
mation on Comparison Operators, see “Entering a Formula,” in Chapter 3. 


= A wildcard character—a special character that stands for one or more 


characters Use a question mark (?) to find any single character in the same 
position as the question mark, for example, type sm?th to search for “smith” 
or “smyth.” Use an asterisk (*) to find any number of characters in the same 
position as the asterisk —for example, type *Inc. to find all companies with 
“Inc.” at the end of their company names. 

When you are searching a database, Microsoft Excel assumes there is an 
asterisk at the end of text you use as criteria. For example, if you type smith 
as your criterion, Microsoft Excel finds all clients whose names start with 
“Smith.” such as Smith, Smithson, Smithsen, Smithers, and so on. 


To find an actual question mark or asterisk, precede it with a Ulde (~). For 
example, to find FY9T?, type FY91~? as your criterion. 


on on finding text that shares some characters but not others, 





oes 


Et 
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mun Finding records with a data form 

1 Activate the worksheet containing the database. 
2 Choose Data Form 

3 Choose the Criterna button. 


The data form changes to accept criteria. The record number indicator 
changes to the word “Criteria,” the Criteria button changes to the Form 
button. and the Delete button changes to the Clear button. The Clear button 
clears all existing criteria. 

4 Inthe boxes next to the field names, type the criteria you want Microsoft 


Excel to use when searching the database. 


To return to the regular data form without searching the database, choose the 
Form button. 


5 To search forward through the database and display the first record that 
matches the criteria, choose the Find Next button. 


lo search backward through the database and display the previous record that 
muttches the criteria, choose the Find Prev button. 


If there are no matching records in the direction you're searching, Microsoft 
Excel beeps and the last matching record remains selected. 


6 When you finish, choose the Close button to exit the data form. 


The criteria you use in the data form does not replace the criteria you define with 
the Data Set Criteria command on the worksheet. If you exit the Data Form and 
again choose the Data Find command, the criteria that you defined on your work- 
sheet will be the criteria Microsoft Excel uses as it searches the records. For 
information on using worksheet criteria to find records, see “Finding Records” 
in Chapter 10. 


mint Deleting records with a data form 


You can use a data form to delete a record from your database. When you delete 
records in a database, Microsoft Excel automatically adjusts the database range. 


Deleted data cannot be restored with the Restore button or the Edit Undo com- 
mand. Before choosing OK, make sure you want to delete all the information in 
the record. 


1 Activate the worksheet containing the database. 
2 Choose Data Form. 
Display the record you want to delete. 


You can specify criteria to find the record you want to delete. 
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4 Choose the Delete button 


Microsoft Excel displays a message asking for confirmation, 


5 Choose OK. 


Microsoft Pxcel deletes the data in the currently displayed database record 


and moves the other records up to fill the space. 


More About Maintaining a Database with a Data Form 


eee «6©6Guidelines 


NOTE 


e Find Next or Find Prev buttons to 


_ ny se th 
Finding Matching ee ee es d. note that these buttons do 


display the records that match the criteria you define 
not wrap around the bottom or the top of the database range. 


Mouse and Keyboard Editing Techniques A data form is always nas A the 
Data Form dialog box. To work in a data form, you use many of the ie 
mouse or keyboard techniques for working in dialog BONES. For oo i i 

on editing in a text box, see “Choosing Commands” 1n Chapter |. 


When Microsoft Excel creates field names in the data congo pase 
d button so you ; 
lined letter in each field name and commande ply ae 
| | hoose Options Workspace and, unde 
To display the underlined letter, cn Bynes 
hoose a command button wi y 
Underline, select On. To select a field or c rate 
letter. If you select Automatic 
rd. presS COMMAND plus the underlined le | 
Fan Underline box, Microsoft Excel displays the underlines when you use 


the keyboard to activate the menu. 


. > ‘ . > “ es 
To work in the data form W ith the mouse, use the standard mouse techniqu 


given in the following table: 

Do this 

Click field 

Click command button 

Click down arrow In scroll bar 

Click up arrow in scroll bar 

Click below the scroll box in scroll bar 
Click above the scroll box in scroll bar 
Drag scroll box to bottom of scroll bar 
Drag scroll box to top of scroll bar 


Click where you want the insertion point 
or drag through text to select it 


To 

Select a tield 

Choose a command button 

Move to same ‘eld in next record 
Move to same field in previous record 
Move to same field 10 records forward 
Move to same field 10 records back 
Move to last record 

Move to first record 

Move and edit within a field 
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To work in the data form w 
the data form with the keyboard. use the keys given in the tollowing 


table: 


To 
Select a field 


Choose a command button 


Move to same field in next record 
Move to same field in previous record 


Move to next field that you can edit in 
record 


Move to first field in next record 

Move to first field in previous record 
Move to same field 10 records forward 
Move to same field 10 records back 
Move to last record 

Move to first record 

Move within a field 

Delete previous character 

Delete selected text 






Tip 


Press 


COMMAND +key for underlined letter in field 
name 


COMMAND +key for underlined letter in 
button 


DOWN ARROW 
UP ARROW 


TAB 


ENTER 

SHIFT+ENTER 

PAGE DOWN 

PAGE UP 

CTRL+PAGE DOWN 

CTRL+PAGE UP 

HOME, END, LEFT ARROW, RIGHT ARROW 
DELETE 

DELETE 


Searching for M. ec 
ia ate pail Pati tin ords $= You can specify criteria in the data form to help 
aia a: ag? ic record in your database. However, tf you are searching for 
: / reco P a ay ‘ ‘ 8 . ‘ 
eh a a ew be more efficient to use criteria defined on your puiianaee 
> Data Set Criteria command. F r 
. For information on using work a 
aa yeas orksheelt criteri: 

to find records, see “Finding Records” in Chapter 10 : oe 


Creating a Cu 








NR TS eT eT Ti 
RHA. De Troubleshooting 


Database Range Cannot Be Extended Microsoft Excel displays a message when 
there 1s data in the row below your database range. You should either delete this 


data or redefine the database range to include this dala. 


stom Data Form 


a custom data form by customizing the form that appears when 
4 Form command. A custom data form is an ideal tool for 
ally for those users who are less familiar with 


You can create 
you choose the Dat 
setting up databases, especi 
database procedures. 


Your custom form must contain the same elements as the default form: 


= Statictext This includes the labels that identify fields and any extra labels 
you want Lo add to your form. 

Edit boxes These are boxes in which you can type and edit text and data 
for fields that are not protected or computed, Each edit box corresponds to a 
field in the database. For fields that are protected or computed, Microsoft 


Excel displays the field contents without the box and you cannot edit them. 


The custom data form replaces the part of the default data form to the left of the 
scroll bar. The seroll bar and command buttons do not change. 

The following illustrations and descriptions provide an example of a custom data 
form for the example database used earlier in this chapter. This example provides 
guidelines that you may find helpful when you're creating your own custom data 
forms. The following iHustration shows the custom data form: 















invoice Management System 


ivs00 (9722/90 | 


Invoice Date 
[101 Second National Bank 
Code Company Name 

Amount [5299.00 | 


Tax 260.62 


Total Due 
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The Text field contains the text 


Each row descnibes either a piece of 
for each static text item 


static text (rows beginning with a 5) 
The Init Result field contains the 





or an edit bo 
begimnng i name of the database tield 
an a corresponding to each edit box 
IT UTe&TiTanlsle F eo 
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, Rs X and Y fields The DX and DY helds 
position the items in the control the size of items in 


data form. the data form. 


Creating ac 

é custom dati , 
iter * ona : oe is the same as creating a custom dialog box. The 

. (Q35, named Data_Form, is th 

~ pe oo o 8 e description th: . x a 
information about the custom dialog box: P at includes the following 


=» Type fiel : cara 
a >; . Item types are indicated by a type number: 5 for static te 
an use as labels and 6 for edit boxes in which you can enter l xt a 
= XandY fields The | , 6 
S$ The numbers in the X and Y columns indicate the hori- 


» DX and ; 3 

width csiestl oe The numbers in the DX and DY columns indicate the 
leight of the dialog box and of the items within the dialog bc 

g box. 


= Textfield T : 
ampersands fs ea eco contains the text for static text items. Note the 
sand: e Text field. Characters followi ea 
unde “lj as . : 8 following an ampersand are 
erlined in the custom dialog box. As with other dialog a rsand are 
ress COM : es, yOu Ci 
} AMAND plus the underlined letter to move to an item aaa, in 


= Init/Result fie The |i 
wilaicli Walk las Id The liit/Result column contains the database field name 
ems in the custom data form to fields in your database sah 


You create 
ditlog box, and then naming tt ‘i 





Creating a Custom Data Form 





Dialog Editor to design a data-entry 
Data Form” on the worksheet containing the 

a form with. For detailed instructions on crealing 
4 Custom Dialog Box” in Chapter 20. 


a custom data form by using the 


database you want to use the dat 
custom dialog boxes, see “Creating 


nun Creating a custom data form 

1 Use the Dialog Editor to create a custom dialog box that has edit boxes and 
appear in the custom data form. Do not 

a form, as Microsoft Excel 
he built-in data 


text arranged as you want them to 
wnclude OK or Cancel buttons in your custom dal 


automatically uses the command buttons associated with t 


form. 
with Microsoft Excel. 


The Dialog Editor ts a separate applicauion provided | 
h the Dialog Editor, see 


For information on creating Custom dialog boxes wit 
“Creating a Custom Dialog Box” in Chapter 20. 
dit box, and then choose Edit Info and type 


9 For each edit box, first select the e 
base field in the Init/Result box and choose 


the name of the corresponding data 
OK. 

3 With the custom data form active in the Dialog Editor, choose Edit Copy to 
copy the dialog box description to the Clipboard. This description includes the 
information about item types, text, size, and posiuion. 





4 Start or activate Microsoft Excel and open the worksheet containing the 
database with which you Il use the custom data form. 

5 Select the first cell of the range where you want to paste the dialog box 

This cell becomes the upper-left comer of the range. 

s wide. Make sure that your 

re the dialog box description will 

n will replace any data in the range 


description. 
The dialog box descnplion is seven column 
worksheet contains no data in the cells whe 
be pasted because the dialog box descriptio 
where it is pasted. 


6 Choose Edit Paste. 


The dialog box description ts pasted and remains selected. 


7 Choose Formula Define Name. 


g Inthe Name box, type data form 


Make sure the cell range containing the custom dialog box description Is 


correct in the Refers To box. 


g Choose OK. 
Form to find and display your custom 


Microsoft Excel uses the name Data_ 
Form command. 


data form when you choose the Data 


a 
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| ini ; BS analyze information tm your database 

Detining the Name Data Form = When you define the name Data Form as the cell = Ht oo ae " , 
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bee Cone 1 Sade : 
i ainiig the description of the custom data form, do not insert any 


SPuces ¥ ‘ ; ‘ "eS, ; 
Paces A name cannot contain spaces; use the underline Character instead. 
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LISA Tip Ss 


Adding Custom Help =I! you are developing a custom application, you can make 
| the form even easter to use by adding custom Help to it. The procedure lor doing 

(is ts the same as tor custom dialog boxes. For information on F 

Help, see “Creating a Custom Help Topic.” in Chapter 20 


. 


_ 


adding custom 


“-— 


Simplifying the Data Form = Vo suuplity the data torm, you can create a custom 
data form that ieludes only the fields that can be edited 





Using Worksheet Criteria 


After you have created a database, you use criteria to tell Microsoft Excel which 
records in a database you want to find, extract, or delete. Criteria are the instruc- 
tions that Microsoft Excel uses to find records in the database. You set up criteria 
in a Separate range of cells on the worksheet, Microsott Excel uses the criteria to 
“test” the database and find, extract, or delete the data that matches those criteria 
For example, in a database of client invoices, you can specify that Microsoft 
Excel find all invoices for amounts greater than $500. 


DEEL ELLIE 


By entering criteria ina criteria range on a worksheet instead of a data form, you 
: can specify combinations of criteria. For example, you can specity that Microsott 
3 Excel find all invoices for amounts greater than $500 and less than $1,200. Ina 
data form, you can specify only one criterion: >SO0 of <1200. For more tnforma- 
tion on criteria, see the following section, “Types of Criteria.” 


NOTE _ If you are new to Microsoft Excel or if you want to locate records one at a time to 


rf edit them or delete them from your database, it may be easier to specify criteria in 
= a data form. However, you cannot use the data form to extract database records 
4 For information on using a data torm, see “Maintaining a Database with a Data 


Form” in Chapter 9. 
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Phe extract Cc 

Manee Is a separate range of cells you select on the worksheet wher 

data extracte  databi : 

: ‘ ie ore trom the database is copied. When you extract data, Microsoft 

“ACCT TIDUS Fe use me ‘th : 
records, based on the criteria you specity, and copies them to the 


CAUCE Fane you select 


pale the data me I: MIract command to detineg the extract range. 

, AccH assigns the name Extract to this range. When you detine the 
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Online Help also provides information on ustiy worksheet criteria. Po display 
online Help, choose the Window Help command: Th you are using system 
software version 7.0: and the Help command does not appear on the Witidow 
menu. display Help by porting to the Help menu icon and choosing the 
Microsoft Excel Help command, For information on a specie command, select 


the Commands topic. For information on using online Help. see “Using Helpo in 


Chapter | 


Types of Criteria 


You can specily two types of Crilenity COMPat yea OF compuled 


You use comparison criteria when you want to tnd records Whose data matches 


or falls within certain Limits of specified criteria. Each Comparison Crilerton Must 
have a criterion name that is the name of the database hicld you want to caamine., 
Microsolt Excel “tests” the database by companny the value ol a particular field 
ainst what you specily as the comparison criterion ln the preceding illustra 


11560" and °>500" are Comparison criteria, Microsoft Excel Hinds those 
iounts greater than $500. 


ue 
tion,” 
records with veice numbers higher than 11560 and an 


If you want to tind records that meet criteria that do not caist as u field ina 


database, you can use computed criteria This type of criterion “tests” the 


database against the result of a formula that refers to one oF More liclds mone o1 


xample, you might want to tind records where the quantity 


more records. Fore 
HW you have an Amount held that 


ordered times the price ty greater than $500 
already multiplies quantity and price, you can cntel >500 as the comparison 
criterion. Hf you do not have an Amount ficld, however, you can enter the formula 
=quantity*price>500 as the computed criterion Microsolt Excel evaluates thts 
formula for each record to see tf the criterion ts met. 


Bor information on entering comparison and computed criterta, sce “Seting Upa 
Criteria Range” following in this section, and “Entering Comparison Criteria,” 


and “Entering Computed Criteria,” later in this section 

You can also find records that match more than one Chlenon oF match some 
combination of several criteria. For information on combining criteria, see 
“Combining Criteria.” later in thts section 


Setting Up a Criteria Range 


The criteria ranve ts a separate range of cells on the worksheet mi which you 
enter the criteria used to find, extract, or delete matching database records, The 


any area on the worksheet outside your database range, on il 


criteria range can be 
ur lo selling upa 


can be on another worksheet, Setting up a criteria range by simnl 
data-base range. 

There are three steps to creating your criteria range, 

s In one row of the worksheet, enter the criteria namics. 

a Inthe rows below the criteria names, enter the criteria. 

s Define the criteria range—the area where you entered the criteria names and 
the criteria. 
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hie Hist row ot the Clea fange must Contam the criterta humes. Enter the 


aining the criteria names 
and one column Wide, but can 


CTHCTIA TH One OF more rows beneath the Mirst row cont 


Phe criterna hanee must be at least two rows high 
be its large as you want 


Ih you are USN COMpPUrison criteria. the FOMPArSoOn Crier Names must be the 
satic as the names of the database liclds you want the criteria to lest. An easy 
Waly lo chisuire that your criteria field Names match the database field names is lo 
copy them direcily trom the database. You need to inc lude only the names of 


Helds you are mterested i, iN any order, but they must be in the first row of the 
Criteria range 


H you are using computed criteria, the computed criterion name can be any name 
except the name of a database held, otherwise, Microsoft Excel tries to interpret 
the criterton under the name as 4 comparison criteria. In general, you should 
vreale a name that describes the formula you will use for the computed criteria. 


Below the criteria hamies, you type the criteria. 


To enter comparison criteria, you 
type either the exact value or text you w 


ant Microsoft Excel to find as your 


Critetia, OF & Comparison vperator followed by a value or text. For computed 
Ciiferia, you type a formula. 


bor more information on entering criteria and combining criteria, see “Entering 
Comparison Criteria.” lollowing in this section. and “Entering Computed 
Criteria” and “¢ ‘ombining Criteria,” later in this section. 


After you set up your criteria range, you can choose the Data Find command to 
lind specitic records, the Data Extract command to copy matching records to 


another part of your worksheet. or the Data Delete command to delete records 
that you no longer need. 

Once you have defined a criteria range, you can change the criteria as often as 
you want. Each time you find. delete, or extract data, Microsoft Excel uses only 
the ertteria currently in the criteria range. 


NOTE The criteria range On your worksheet is completely independent from any Criteria 
you detine while USINg a data form. For information on finding or deleting records 
with a data form, see “Maintaining a Database with a Data Form” in Chapter 9. 


4m Defining a criteria range 


lo tell Microsott Excel where your criteri 
with the Data Set Criteria comniand, 
1 


a range is, you detine the criteria range 
b 


Select the area that contains or will contain your criteria names and criteria. 


€ Choose Data Set Criteria. 
Mictosott Excel names the range Criteria. 
You can use the name Criteria as you would any other named reference. For 


csample, to quickly select the criteria range, choose the Formula Goto command 
and select the name Criteria. 
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Pe ” 
suns Setting up more than one criteria range ona workshe 


. ‘ s hii 


c ‘ ye L ‘ ‘ ‘ \ 


b , 


2 Choose Datu Set Criteria. 


Command Macros.” 


Entering Comparison Criteria 


ies of characters you want matched — I! you wan lovical value below 
: * te a ’ i 
A series Pexact value, you type the text, number, date, ¥ Poecia Code 
‘OMAN aN EX : s . &t ‘low the i 
ae ‘ia name. For example, if you type 59401 bel 
the crite 


Y . . »| 
2xCce Is all the records ¢ 
-in your criteria range, Microsolt Excel tine 
criteria name IN ) 


L , cL ‘ ‘ ‘ ; é : Is | 


: all 
Hf you want to mateh records that ta 


s A quantity you want compared under 


: wwed by the value, 
hi rain limits, type a comparison operator tolls gee der, 
) ce s, orate ky 
te rin ween For example, to tind all the transac - ee ee, 
2 : , . ° ar . c / 
ye cae yuld type > 10000 as your criterion below 
$10,000, you would 1) ' 


The six Comparison operators are: 


Operator Meaning 
Equal to 
; Greater than 
: Less than 
; Greater than or equal to 
i: Less than or equal to 
ds Not equal to 
< 


| L a ; tial 
liclds. re nol \| 
ar i vs VEL 


| = a 
“Entermnye a Formula” in Chapter, 
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RY 
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\ wildcard character—a special character that stands 
Characters You can use wildeard char 
Characters but not others 


for one or more 
deters to Hind teat that shares some 
A wildcard character ts a special character that 
Stands Lor any other characters in teat 
Cald Chttacters: a question mark and an asterisk Use a question mark (?) to 
Hid any single character im the same POSTHOn as the question mark, for 
eMatniple type smth to search tor “smth” or “MYTH.” Use an asterisk (*) 
lo Tid any number of characters i the same Position as the asterisk. — for 


eXdiiple. type *ine. to find all companies with “tae at the end of their 
COPIDGAY Hames 


Microsolt Exeel recognizes two wild- 


| 
| 


When you are sear hing a database, Microsott Excel 
sterisk at the end ot text YOu Use ay crilert 


ay your criterion, Microsott Excel finds all 
“Smith.” 


assumes there iy an 


a. For example, if you type smith 


clients Whose names start with 


such as Sinuith. Smithson, Smithsen. Smithers, and so on. 


lo tind an actual question mark or asteriok, precede tt with a til 


example. to tind FY9L?, ty pe fv9I~? as your crierion 


de (~). For 


Entering Computed Criteria 


With computed criterta. you type a formula 
feler lo one or more fields in your dat 
oF FALSE. To teter to tields in the fo 
ielerence of th 


as your criterion. The formula must 
ubase and produce the logical value TRUE 


rmula, use either the field name or the cell 
al field in the first record of your datab 


the exact Held name: cCapilalizauion is inored. 





ase. Make sure that you lype 


Phe formula can also refer to constant Values or to v 
When you refer toa value outside the datab 
lor sorting OF eEApansion of data 


ilies Outside the database. 
ise, use an absolute reference to allow 


Phe computed criterion name can be uny ni 
held; otherwise, Microsoft Excel tres to i 
4 COMPariyon Criteria. For example, 
include an end-of-the-year 254 


ame except the name of a database 
Herpret the criterion under the name as 
if your product price list database does not 

¢ price reduction but you need to subtract this price 
feduction when figuring total sales. you could sull tind the records of products 
Whose sales exceed $550 by typing the formula =price-(price*.25)>550 as the 


computed criterion and “Sale Price” as the criteria name. Note that because the 
Computed critchion name does not identity the datab 


use field to use, the computed 
CHILTON Must reler to at least one database field n 


ame (“price” in this example). 
Microsott kacel evaluates the formul 


ithe tormula’s result is TRUE 
Hot select the record ut the torn 
crror Value 


a once for each record and selects the record 
ora number other than zero. Microsoft Excel does 
ula’s result is FALSE. ero, a text value, or an 








Using Worksheet Crtena FIRE 





™ ba ‘ I Wl 
b 


Cell A2 comains the tormula =D6+E6>100 TRUE is displayed 
because this formula is TRUE for the tirst record 


oe a TE I Sa ee i 






















- — Criteria 
a5 acne am . at range 
ta ; 

+ | | UP r 

$ ‘ “1st Purch 2nd Purch Date Ist Pur 

5 irst Mame Postal Code Sean ° 2/2/90 
_5 |lest Neme Sed ’ 61107, $145 75. su Ou pease 
_§ j6reun "Prally 44935 $27 3° yous . >28/90 | 

7 [Grown ies P } 67101 $Sso0 00, c15 75 rae oe 

MW ‘ j 

4 ‘hed re "Janet 7ott' i Re oi ’ 6/30/90 | 

TO lsemvcls ‘Corel pevest Sears teen! eae 

i] aN Was DS . | 

sm i . : 

12 ’ ' * | merhery 
13 ; 


oy 
: ; ther than the one — > 
| -a formula that depends on a ficld ina record ¢ th i ‘i , 
en wie teld al r below the first record in the database. bor 
‘d, rele > field above or be : : 
being tested, refer to the gg es. ca iy Nana anaes : 
eX a ye, you might want to find records where one chent’s ) SS oe ; 
| | igen 
i oo 10 days after the previous client's first purchase. : Ol soraeipeaciee! f 
more ‘ « : ‘ i : siege 
hie ing the date 
ul y ‘fer to the field conta : 
formula so that you re | aes ip anaes: eo 
in the illustration), minus the date in the field directly above thé 
: : 


, » > . ‘ hid ‘} 
= ‘fer to a field by using ity name in a formula, make sure i a ? 1 we 3 
Sok eee weigh no spaces. For example, you i Pana 
to refer to the Last Name field. For more information on va : 
names, see “Naming Cells and Formulas” in Chapter 6 a 
You can enter field names in formulas without ce rene eget ie 
‘mula Define Name command, If you enter a field ni y hifi : 
spin Founda Define Name, the error value cori is displayed in the 
criterion cell, but the name is sull recognized as a field name, 


Combining Criteria | a 
You can combine comparison and computed criteria ‘7 icheakiinacontiiey ial 
more than one criterion or match some combination of sever 
There are three ways to combine criteria: | 
es Select records that match one criterion and another criterion. ar 
Kor example, you can find records of ect pada last names bez 
B and who made a first purchase greater than 50. 
a Select records that match one critenon or another criterion. 


Ol Cc G. re I c ‘ c , co ‘ 2 Pe) 
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s Any combination of “and’s” and “or s. 


= sce cette cari, 
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ee ) 
bor cxample. vou can tind becotds of Customers wie Spent more than $50 on ther 


Hest pate tase atid Ww hase Postal Codes are less than 40000 o eieater than YOQUU 





) Spe cf " 
You speety “ands” and “or’s by where you Postion dillerent critert 


Ciilehia tanve bo connect erterta by an “and” relation. enter them in the same 
tow Hthe “and” applies to the same Held name (lor example, Total> 100 und 
Potals 200). then you tust duplicate the field name im the Crleria range To 

CORHECCE CHHCTA DY an “on” relation. enter then Wicdhiilerent rows, Y 
bedefing the criteria rane i you add rows to an already Named criteria range 
Mic rosott Excel finds Hy Fecords that meet all the crite of 


the criteria tange 


Hhits Criteria tanwe wall tind alll ¢ Ustomers Whose last names bezin with B and 


Who made a fest purchase Bleater than $50 


Hain any one row of 


A B fe . A 
1 |Last seme isi Purch - | . | . | ; | 
2 |B ‘50 
; | 
3 | 
2 |tast Name first Name Postal Code’ Ist Purch’ 2nd Purch Date Ist Purch 
6 Btaut Edna Silo? $145 75 fo 00 7/2/90 | 
? |Biewn Phillip 44935 $2735 $0 U0 | 1/10/90 
8 iFie long 62101 $50 00 $15 75— 12/28/90 
9 th intyte lanet 98111 : to 95 " $0 00 vy 19 £90 
10 [oamuels Carel 30033, $5695. $3235° 6/30/00 | 
i! thy latie 94117 $21 67 $172 50 1/19/90 
13 


Hhis criteria range will find records OF all Customers whose postal codes 


than 40000 oF preater than 9OUOU: 


Date Ist re 
4/2/90 | 
11/10/90 
12/26/90 | 
1/19/90 
6/30/50 | 
1/19/90 | 
J 


s <a 5 a ow” mms Le a tg, 
| | Pestal Coas aI ___¢ te ae a 2 — 
2 |.40000 i 
3 | 90000 
4 
S |last Name first Name Postal Code ist Purch 2nd Purch 
6 [Brau ‘Edie oii? $145 75 $0 OU 
| 2? JBrown Phillip . 44935-92735 ' $0 G0 
8 [Frei lotity 6101 $50 00 $1575 
9 PW lityre left Yol) “hi $o 95 i $0 UU 
| 10 [dafinels Carul 30033 $56 95 $3235 
| - thy lane $4117 $2107. $172 50 
13 


Ou Thus! 
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This criteria range will find records of all customers who spent more than $50 on 
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their first purchase and whose postal codes are less than 40000 of greater than 

















YOOOU: 
a es oe 
| Tat Purch] Pestel Code | 


50 «40000 
50 '}90000 | 


Braun Edne 61107, § 
Brown Phillip 44935 
Frei iJonn 62101. 


Janet 9811) 
30033) 
94117 


Mcintyre 
Samuels Carol 
Smith Jane j 


+. 
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Using Text in Comparison Criteria 


145 7s. 


27 35 
$50 00 


$695_ 


$56 95 


$2107" 


$0 00 

$000, 
$15 75 

$0 00. 
$32 35 
$17250. 


7/2/90 
11/10/90 
12/28/90 
1/19/90 
6/30/90 
1/19/90 


| 

| 

Last Neme First Name Postel Code Ist Purch Z2ad Purch Date Ist o | 
| 

| 

| 


= 


When you type text as a Comparison crite 


rion, Microsoft Excel finds everything that begins with what you type. For 
example, if you type br instead of braun below the Chent lield, Microsoll 
Excel finds records for both Braun and Brown. Capitalization ts ignored 


NOTE 
="=fext" 


For example, if you want to find the record for only Smith, and not for Smithson, 


you would type ="=smith" 


To match the value text exactly, use the following form: 


Using a Formula That Produces Text as a Comparison Criterion 


can also be the result of a formula that produces text. For example, to select all 


The criterion 


Gt eee A 
records for the last 30 days, you could type the criterion =">=" &now() 30 


below the Date field. 


Matching Every Record in a Database 


Po match every record in a database, 


{ ; e a . *\ ‘7 
include a blank row in your criteria range. This criteria range will lind every 


record in the database. For example, you could match every record ina database 


when you want to apply the same formatting to each record. 
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ee dy tet So ugad * a2 
| Deti 
efinin teri 
| = Res g 5 han Range ona Separate Worksheet _\ Ou CUD Sel Up your Work 
ne . 
pr : ; O Perhormn database OPecrations using a criteria range On another worksheet 
\ e ' . ~ . ata = &~ 4 of ty 
re GeTiiiinny thik Name Crtleria as range ob cells on an the ss < 
filloa Worksheet w tha anounes Worksheet, you can 
sd e HA database records without having to leave a blank area for the 
CTH Tanpe >use the , = : . ; 
or Biel? in re boouse the criteria ranpe on the other Worksheet, activate the 
‘ rt hy vo . - 
O re . OU Want lo perform: the database Operations on and use the Formula 
= Vthe Name command to make the name Criteria wn external reference ) 
ree INOMMatION On dehining Nates, see “Naming Cells and Formulas” in 
lipler Oo. bot mtornnuation on exter : : $i 
| ‘ N external relerences. see “ ee 
wy Chapter % ees, see “Linking Documents 
aE Pr ree y sand 
See 86 he 
‘ Creating Criteria Names A quick way lo create criteria 9 


wines for Comparison 

ubuse range to the first 
the criteria names must 

OF trailing spaces. 


eHHleTht ty lo Copy and paste your field hames from the dat 


’ 3 r { 
row Of your criteria range. This also ensures accuracy 


De the same as the Held names with no leat 


Placing the Criteria Range 
alive Where iis easy to edit 


It you ch 
You m 

database or to one side of the datub 

have lo move the criteria ranye, 


ange the criteria lrequently, put your criteria 
ay want the criteria range just above the 
ase, 50 11 you expand the database you don't 





I you will be changing y our criteria lrequently to tind ditlerent Information 
display the criteria range i a separate window so you can mo ¢ back wad ! , h 
between your database and criteria without having to scroll each time hac 
divpliay the windows side by side. For INFOFMaLION ON Usiig Windows thi ‘i 4 
see “Changing How Your Worksheet Is Displayed” in Chapter § ini 


Extracting a Random Number of Records from a Database 
SoS. YOU May Want to obtain a 
Stich as the listings ina local tel 


hor statistical anal- 
andom sample of records trom a large database 


| ephone book. For example, if you want the 
PANCOML sample to Consist of LO percent of the d 


alabase, you can spec 
ClilcHla rane . iia 


a | 7S SY Oe Ge ee eee ase 
! Last Name First Name Address Phone Number = TRUE ; 
:  sRAND()\ 10% | 
4 


hot dbormation on Using the RAND 


Hite hunetion to belicrale random numbers, see 
HlaiDase Functions” inthe Microyo 


ftkvcelt Macon Referen ¢ 
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Finding Records RM 





Alter you set up and define both your database and criterna range, you can use the 
Data Find command to select records mi the database that match the criteria im the 
criteria range. You can scroll only to matching records. When you finish finding 
the records you want, you must cai Data bind 


Online Help also provides information on binding records bo display online 
Help, choose the Window Help command. If you are using system sottware 
version 7.0 and the Help command does not appear on the Window menu, display 
Help by pointing to the Help menu icon and Choosing the Microsott Excel Help 
command, For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter | 


aia Finding records 
1) Make sure you have defined both your database range and your criteria range 
2 Choose Data Find. 


Microsoltt Eacel selects the tirst database record that matches the criteria in 
the criteria range. 


For information on scrolling to the next matching record, see “More About 
Finding Records,” following in this section. 


waa Exiting Data Find 
P Choose Data Exit Find. 





You can also eait Data Find by editing the formula or value in a cell in the 
database range, selecting a cell outside the database range, choosing anothers 
command, or pressing COMMAND+PERIOD 


ee 


More About Finding Records 
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Guidelines 


How Microsoft Excel Finds Records (I the active cell ts outside the database 
when you choose the Data Find command, Microsott Excel selects the first record 
in the database that matches the criteria. [the active cell is inside the database 
when you choose Data Find, Microsoft Excel selects the first record below the 
active cell that matches the criteria. [no records below the active cell match the 
criteria, Microsoft Excel searches trom the top of the database and selects the tirst 


record that matches the criteria. [no records match, a message ts displayed 


To start the search in reverse order, hold down SHIFT when you Choose Data bind, 
Microsolt Excel selects the last record im the database that matches the criteria or, 
if the active cell is inside the database, the first record above the active cell that 
matches the criteria. 
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Scrolling in Data Find Scrolling in Data Find is different fro 


' ni scr 
worksheet. When you sc crolling in your 


roll, Microsoft Excel scrolls only to database records that 


Match the crtena defined in the erleria range 


To find Do this 


The next or previous matching record Click the down arrow or Up arrow in the 


scroll bar 
The next or previous matching record 


Click below 
al least one window away or above the scroll box 


The next or previous matching record 


Drag the scrol 
'N a particular area of the database : om Dox to the relative 


Position in the scroll bar 


It there ure no matching records in the direction 


| you scroll, Microsoft Excel beeps 
and the last matching record remains selected. ‘ 


| SCT sags < 
© scroll in Data Find with the keybourd, use the actions shown in the following 


lable: 
To find Pr 
ess 
The next Matching record COMMAND +F 
The previous matching record SHIFT +COMMAND+ F 
The next matching record at least one window down PAGE DOWN 


from the selection 


The previous matchin 
g record at least one window u PAGE 
from the selection , sate 


lo move horizontally, press the RIGHT ARROW 
ARROW key to move left. You c 
the database. 


key to move right and the LEFT 
annot move beyond the right or left boundary of 





Tips 


Finding a Specitic Database Record If you want to find a specific record in your 


ali >< Sc ; au af, vary & . , y : , 
database, you may prefer to specily criteria in the data form. Foy information on 


using the data form, see “Finding and Deleting Records with a Data Forny” in 
Chapter 9, 
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Finding and Updating Database Records = Yuu cai use the Data Find command 
to find and update matching database records. burst. use Data Find to select the 
first matching record in your database, and then edit this record. When you 


choose Data Find again, Microsott Excel selects the next matching record for 
you to update. 


lf you exit the Data Find command by selecting a cell outside of the database 
range, choosing Data Find again will start the search from the beginning of the 
database 


For information on finding and replacing data on the entire worksheet, rather than 
just in the database, see “Finding and Replacing Cells and Data” in Chapter 4. 


Extracting Records 


You can extract specified records from the database with the Data Extract com 
mand. Extracting is copying specified ticlds of records that meet the criteria in 
the criteria range from a database to another part of the worksheet. You can 
summarize the information you extract from a database in a report. For example, 
you could use a criterion that finds records for clients who did less than $50,000 
of business with you last year. You can also extract only partial records by 
extracting only the names and addresses of those chents who did less than 
$50,000 of business with you. 


Online Help also provides information on extracting records. To display online 
Help, choose the Window Help command. If you are using system software 
version 7.0 and the Help command does not appear on the Window menu, display 
Help by pointing to the Help menu icon and choosing the Microsoft Excel Help 
command. For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter 1. 


Setting Up an Extract Range 


Before extracting records from a database you must select an extract rane. An 
extract range is a range just like a criteria range or a database. The eatract range 
must be outside of your database. The extract range can be either a range contain- 
ing only field names or a range containing field names and the cells that will con- 
tain the extracted data. Follow these steps to create an extract rane: 


ea Enter the field names in one row of the worksheet. The field names in the 
extract range must match the database field names exactly. 


e Define or select the extract range. 
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The litst row of your extract ralige miust contain field names identical to those in 
your database. You don’t need to include every licld name from your database in 
the extract range, however. When you extract, only the fields that you specify in 
the first row of your extract range are copied into the extract range. An cusy wi 
lo ensure that your extract Held names match the database field Names is lo Copy 
them directly from the database 


You do not have to define an extract range belore extracting data; you can sim- 
ply enter the field names and select the extract ranize before choosing the Data 
I:atract Command, However, if you detine the extract range by using the Data Set 
Extract command, you can use the name Extract as a named relerence with the 
bormula Goto command of with Microsoft Excel's database functions. If you 
Want to just select the extract range, you do not need to use the Data Set Extract 
command to detine the extract range before edtracting data 


aun Defining an extract range 


lo do this procedure, you must be using full menus 


1 


Select the area that contains or will contain your eatract field names and 
extracted records. 

2 Choose Data Set Extract 

Microsoft Excel names the runge Extract. 


You can use the name Extract as you would any other named reference. For 


example, to select the extract range quickly, choose the Formula Goto command 
und select the name Extract. 


Extracting Data to an Extract Range 


Belore you can extract records trom a database, you need to: 
e = Detine the database range with the Data Set Database command. 


es Enter criteria and define the criteria range with the Data Set Criteria 
command. 


e Define or select an extract range with the Data Set Extract command. 


Phe Data Extract command uses the criteria range to select the records from 
which to extract fields. 


Any values or formulas below the field names in the extract range are replaced 
with the extracted information. If the extract range contains only the field names, 
all cells below the field names to the bottom of the worksheet are cleared whether 
information is extracted into them or not. Make sure that you do not have impor- 
tant data in a colurnn below an extract range containing only field names, or it will 


be permanently lost. You cannot reverse the Data Extract command with the Edit 
Undo command. 
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aut Extracting data from the database 


To do this procedure, you must be using full menus 


1 Make sure the database and criteria ranges are defined 
2 Define or select the extract range 

3) Choose Data Extract. 
4 


To extract only one copy of repeated records, turn on the Unique Records 
Only check box. 


5 Choose OK. 


Microsott Excel copies the matching database records into the extract range 


More About Extracting Records 


“ Guidelines 


How Records Are Copied to the Extract Range = The way Microsoft Excel copies 
data to the extract range depends on how you define or select the extract range. 


If you define or select an extract range that contains only the ficld names, 
Microsoft Excel copies the extracted records into the cells directly below the 
field names. 


If you define or select an extract range thal contains the field names and the rows 
below the field names, Microsoft Excel extracts only as many records as will 

fit in that range. If the extract range cannot hold all of the extracted records, 
Microsoft Excel displays a message indicating that the extract range is full. If this 
happens, either make the extract range larger and extract again, or include only 
the extract field names in the extract range. 


Formulas in Records | a record contains a tormula, the extract range will 
contain only the value produced by that formula and not the formula itself. 


Extracting Records from an External Database’ By defining the name Database 
as a range of cells on another worksheet or macro sheet using an external 
reference, you can extract records from the external database. This is useful for 
copying the extracted information into a report. You may also want to do this 
when you're working with a very large database. For information on defining 
names, see “Naming Cells and Formulas” in Chapter 6. For information on 
external references, see “Linking Documents” in Chapter 8. 


For example, to extract records from range Al:D200 on the Tax worksheet to the 
Summary worksheet containing the extract range and criteria you would activate 
Summary and use the Formula Define Name command to define an external 
reference formula (=TAX!$A$1:$D$200) as the name Database. If the range on 
the external sheet is already defined as a database, you can use the name Database 
instead of the cell references. 





Deleting Records 





Tips 
Creating Field Names in Your Extract Range A quick Way lo create extract 
manes IS lo Copy and paste your field names trom the database range to the first 


row of your extract range. This also ensures accuracy —the extract names must be 
the same as the field names with no leading or Hailing spaces 


Placing the Extract Range You may make frequent changes in the extract range, 
x0 pul your extract range where it will be easy to edit. You may want the extract 


rane NEAL LO the database so that if you expand the database you don't have to 
ove the extract range. 


It you wall be changing your criteria Irequently to find different Information, 
display the extract range ia separate window so you can move back and forth 
between your critera range and your extract range without having to scroll each 
lime. You can display the windows side by side. For information on using 


Windows this way, see "¢ hanging How Your Worksheet Is Displayed” in 
Chapter §, 


Creating a Lookup Table to Use with a Database Range or an Extract Range You 
can create a lookup table on your worksheet to use with your database or extract 
range. For example, a database that lists Invoices Might use a lookup table that 
shows the discounts used for different customers, depending on the type of ac- 
count they have and the amount of their Invoice. For information on creating a 
lookup table, see “¢ ‘Treating a Lookup Table” in Chapter 7, 


You can use the Data Delete command to delete database records that match the 
criteria in the criteria range. Make sure that you do not include any blank rows in 
the criteria range when you choose the Data Delete command. When there is a 
blank row in the criteria range, Microsoft Excel matches ev ery record in the 
database and all records are deleted. 


Online Help also provides intormation on deleting records. To display online 
Help, choose the Window Help command. If you are using system software 
version 7.0 and the Help command does not appear on the Window menu. display 
Help by pointing to the Help menu icon and choosing the Microsoft Excel Help 
command. bor information on a specific command, select the Commands lopic. 
hor information on using online Help, see “Using Help” in Chapter |, 
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Deleting Records Ea 


The Data Delete command permanently deletes all records matching the criteria 
You cannot reverse the Data Delete command with the Edit Undo command To 
be sure that the Data Delete command will delete the right records, use the Data 
Find or Data Extract commands to preview the records that the Data Delete 
command will delete 


sau Deleting records 

To do this procedure, you must be using full menus 

1 Define a criteria range that contains the criteria for the records you want to 
delete. 

2 Choose Data Delete. 
A message warns you that matching records will be deleted permanently from 
the database. 


3 Choose OK. 


More About Deleting Records 


“ Guideline 


How Cells Shift When You Delete Records = When you use the Data Delete 
command to delete records from the database, the other records in the database 
shift up to fill any gaps, but the rest of the worksheet is not affected. The cells 
below the database do not shift up, as they do if you use the Edit Delete 
command. 


Tips 


Deleting a Specific Database Record | you want to delete a specific record in 
your database, you may prefer to specify criteria in the data form. For information 
on using the data form, see “Finding and Deleting Records with a Data Form” in 
Chapter 9. 


Save Before You Delete = \t's & pood idea to use the File Save command to save 
the worksheet before you use the Data Delete command. If you inadvertently 

delete records you didn't want to delete, you can close the worksheet ee, | 
saving the changes, and then use the File Open command to open the worksheet 


again, 
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ai More About Using Database Functions 
Microsott Pxcel hay 12 worksheet functions specifically desizned to work with = 
sis Pi eae om “eee Guideline 

databases. The database functions pertorm calculations on fields in a database < 

according to criterta you detine bor eaumple, you could tind the employee who as Using Names as Arguments When you use the name of a range, such as 

sold the most overseas airline tickets in the month of March by using the DMAX ac Database or Criteria, ay an argument in a database function, make sure that wat 
Hunetion to locate the record that has the largest number of overseas airline tickets O name is not enclosed within double quotation marks and that you have detinec 
sold = 


each range before using the function. 
Online Help also provides mtormation on using database functions. To display 

online Help, choose the Window Help command. IH you are using system ' “nee? «Tips 
soltware version 7.0 and the Help command does not appear on the Window 
menu, display Help by pomting to the Help menu icon and choosing the 
Microsolt Excel Help command, For intormation on a specific function, select 
the Worksheet Functions topic. For information on using online Help, see “Using 
Help ™ in Chapter | 





Using the Formula Paste Function Command |v save time and ensure arcmmncy 
instead of typing the name of the function you want, choose the Formula Paste 
Function command and select the function you want, The dialog box lists the 
worksheet functions alphabetically. Type d to go to the area of the list that 
displays the database functions. 


How to Use a Database Function | Performing an Operation on an Entire Column in a Database — Enter a blank line 


; > field name ‘criteria range. Han entie row in the criteria range ts 
lo use a database function, you must specify three arguments: dutubase, field, below the field names in the criteria range. | 


‘the recor » database s used to evaluate the function. 
and criteria These arguments tell Microsott Excel which worksheet cells are blank, all of the records in the database will be used [ 


used inthe database function Database is the range of cells that make up the 





database. I you used the Data Set Database command to decline a selected range Vi weeass Troubleshooting 
of cells, you can use the name Database as an argument. You can use any range ake sure that the 
wee JET extracts only one value trom a database. Make sure that the 
of data, however, with the database functions. Fie/d indicates which field is used Using DGET = DGET extracts = eee turns the value of the field from the 
é‘ ' atnadin cree thie -one record. DGET returns the v 

inthe function. Crveria is the range of cells that contains the database criteria. If criteria specifies only a it r Ratt 

a ae - : > datab: al satisfies the criteria, 
you used the Data Set Criteria command to define a selected junge of cells, you record in the database that sat 


can use the name Criteria as an argument Using DCOUNT and DCOUNTA — To obtain the number of times a specific number 


very database function operates on the values in the field column of records or range appears, use DCOUNT. To obtain the number of times a specific text 
that match the criterta you have defined in the database. There are 12 worksheet 


entry appears, use DCOUNTA., 
functions designed to work with databases: 


To Use 

Average numbers DAVERAGE 

Count numbers DCOUNT 

Count nonblank cells DCOUNTA 

Extract a single value DGET 

Find a maximum DMAX 

Find a minimum DMIN 

Multiply numbers DPRODUCT 

Calculate standard deviation DSTDEV or ODSTDEVP 
Add numbers DSUM 

Calculate variance DVAR or DVARP | 


lor complete information on the database worksheet functions, see “Database 
Functions” in the Microsoft Excel Function Reference 
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Creating a New Chart 

A chart is a grap 
types of charts to choose 
three-dimensional (3-D) chart types. 
formats for each chart type, OF, on any 
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Creating a Chart 


You can present your worksheet data more effectively and make it 
easier to understand and analyze if you show it graphically in a 
chart. Charts are especially useful in reports and presentations. 
With Microsoft Excel, you can plot your worksheet data in a chart 


quickly and easily. 
NOTE Unless otherwise noted 
working with worksheets also ap 


~ 
Creating a New Chart ... 391 

Changing the Chart Type or Format ... 408 
Creating an Overlay Chart ... 422 

Saving a Chart ... 427 

Closing a Chart ... 431 


_all information and procedures for 
ply to macro sheets. 


hic representation of worksheet data. Microsoft Excel offers 11 
from—seven two-dimensional chart types and four 
You can select from a number of built-in 
chart, you can add your own custom 


the kind of chart you need. 


When you create a chart, Microsoft Excel plots the chart based on the shape of 
the worksheet range that contains the data you want in the chart, and based on the 
types of data in the rows and columns. 
Initially, Microsoft Excel is set to plot your new charts as column charts. The 

n chart is the default or the preferred chart format. After you create a new 
asily choose a different chart type and, if necessary, custom- 
ize the formatting to produce the chart you want. If you want, you can change 
the preferred chart format that Microsoft Excel uses to create new charts. For 
information on changing the preferred chart format, see “Changing the Chart 


Type or Format,” later in this chapter. 
right on a workshe 


formatting to create exactly 


colum 
chart, you can then e 


et, or as a separate document in its own 
s called an embedded chart. 


ut unlike a chart document, an 


You can create a chart 
window. A chart created on a worksheet 1 
An embedded chart is linked to its source data, b 
embedded chart is saved as part of th 
embedded chart is a type of graphic 0 


e worksheet in which it was created. An 
bject which you can move, size, attach to 
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cells, or have macros assigned to. An embedded chart is useful if, for example, 


you want to create a report with text, numbers, and charts on the same page. You 
should create the chart on the worksheet if you always want the chart to be 


displayed or printed with worksheet data or graphics. For more information on 
working with and formatting graphic objects, see Chapter 14, “Using Graphics on 
Microsoft Excel Worksheets.” 


You may prefer to create the chart in a separate document if you want to be able 
to open and print the chart separately or if you don’t want the chart taking up 
space on the screen as you work on the worksheet. Like an embedded chart, a 
chart document ts linked to the source worksheet, so the chart is updated when 
you update the source data. 


The following illustrations show a new chart and the worksheet data used to 
create the chart. Note that Microsoft Excel uses the text entries in the first row of 
the selection on the worksheet as the category names on the chart, and that each 
row of worksheet values is indicated on the chart by a different pattern. A group 
of related numeric values—such as the row of projected values or the row of 
uctual values in the following illustration—is called a chart data series. Markers 
with the same pattern represent one data series. 


The following illustration shows a chart embedded on a worksheet: 


Each marker represents one number from the worksheet selection. 
The chart was created from this 
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ed as a separate document in its own 


window: 


chart menus 
The chart document's initial The se bar _ ret 
name is Chart! when the chart window is active 
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This chart is a separate document in its own window. 
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if you want to edit an embedded chart—for example, oA ep the ain mes 
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sss Creating a new chart embedded on a worksheet 


You can embed a new chart on a worksheet using the chart tool ( {il} ) on the tool 
bar. 


1 Select the range of worksheet cells that you want to chart, including the data 
and any worksheet column or row labels you want used on the chart. 


Do not select empty cells outside the rows and columns you want charted. 

2. Click the chart tool. 

The mouse pointer changes to a cross hair. 

3 Position the pointer where you want one comer of the chart located. 

4 Drag until the chart rectangle is the size and shape you want the chart to be. 
If you want your chart to be plotted in a perfect square, hold down SHIFT 
while you drag. 

To align the chart to the cell grid, hold down COMMAND while you drag. 


When you release the mouse button, Microsoft Excel creates the chart in the 
preferred chart format and displays it in the rectangle you drew. 


If the worksheet selection can be interpreted in more than one way, Microsoft 
Excel displays a dialog box asking you for more information. For information on 
this dialog box, see “Specifying the Contents of the First Row or Column,” later 
in this section. 


To embed a chart that was created as a separate document, activate the chart 
window and choose Edit Copy. On the worksheet, select where you want to place 
the embedded chart and choose Edit Paste. 


aus Creating a new chart as a separate document 


1 Select the range of worksheet cells that contain the data you want to plot, 
including any worksheet column and row labels you want used on the chart. 


Do not select empty cells outside the rows and columns you want charted. 
2 Choose File New. 
3 In the list, select the Chart option. 
4 Choose OK. 


Microsoft Excel creates the chart document in the preferred chart format and 
displays it in a new window. However, if the selection can be interpreted in more 
than one way, Microsoft Excel displays a dialog box asking you for more infor- 
mation, For information on this dialog box, see “Specifying the Contents of the 
First Row or Column,” later in this section. 


You can also create the chart by selecting the cells you want to plot and pressing 
Flt. 
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Understanding the Parts of a Chart 


lustration shows the parts of a chart: | 


The following 1 


Chart menu bar 
\ Data marker Tick mark 
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Chart title (attached text) Legend 
Gndlines Unattached text 
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Chart data X-auls (category Plot area 





axis) 
Data series name Chart 


senes 
Y-axis (value axis) 


of 
s Chart The entire area inside the chart window, including all elements 
the chart, such as labels, axes, OF markers. 


= Chart menu bar = The bar that displays the na 
when a chart window Is active. “a 
inc ar charts), shape (in area and pie 
A bar (in column and bar charts), $ | 
catter charts) that marks a single data 
art make up a chart data series. 


mes of the menus for charts 


s Data marker coli 
charts), or dot or symbol (in line and s 


point or value, Related markers in a ch 
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e Chart data series A group of related values, such as all the data values in a 


single row of the worksheet selection. A chart can have one or more data 
series. In the illustration, there are two data series: one for Johannesburg 
Riesling and one for Cabernet Sauvignon. Markers for a chart data series are 
usually distinguished by the same pattern, color, or symbol. In a chart with a 


single data series, such as a pie chart, markers may vary in pattern, color, or 
my titi 


Serles formula (not shown) A lormmula describing a chart data series. The 
formula includes a reference to the cell that contains the data series name, 
references to worksheet cells that contain the categories and values plotted in 
the chart, and the plot order of the series. A series formula can also contain 
the actual data used to plot the chart. For information on editing a series 
formula, including controlling the plot order, see “Adding, Editing, and Delet- 
ing Chart Data” in Chapter 12 and the SERIES function in the Microsoft 
Excel Function Reference. 

Axis A line that serves as a major reference for plotting data in a chart. 
Usually, on two-dimensional charts, the categories of data are plotted along 
the horizontal axis (x-axis), while the data values are plotted along the vertical 
axis (y-axis). On three-dimensional charts the vertical axis is the z-axis; cate- 
gory names are plotted along the x-axis, series names are plotted along the y- 
axis, and the values are plotted along the z-axis. For an example of axes in a 
3-D chart, see “More About Creating a New Chart,” later in this section. 


Bar charts reverse the horizontal and vertical axes, with the values plotted 
along the horizontal axis and the categories plotted along the vertical axis. An 
xy (scatter) chart plots values along both the horizontal and vertical axes. A 
pie chart has no axes. 

Tick mark A small line that intersects an axis and marks off a category, 


scale, or chart data series. A tick mark label is attached text that identifies a 
tick mark. 


Plot area The area in which Microsoft Excel plots your data. It includes the 
axes and all markers that represent data points. 


Gridlines Optional lines that extend from the tickmarks on an axis across 
the plot area to make it easier to view data values. 


Chart text Text that describes data or objects in a chart. Attached text is 
any label linked to a chart object such as an axis or a data marker; such text 
moves with the object if it is repositioned but cannot be moved independently 
of the chart object. Unattached text is text you add by just typing whenever 
the chart is active and then pressing ENTER. You can move unattached text 
anywhere on the chart. 


Legend A key that identifies the patterns, colors, or symbols associated 
with the markers of a chart data series, and shows the data series name that 
corresponds to each marker. 
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Specifying the Contents of the First Row or Column | 
if there are no apparent category names in the selection, Microsoft Excel displays, 
a dialog box asking how to interpret the data in the first row or column. 


Kor example, if you are creating a chart and the worksheet rte is ‘ae omg 
of numbers, Microsoft Excel needs to know whether both rows of num a 
ne panrate catia aeries OF whether the first row contains x-axis category name 


viilinens 


First Row Contains 
@ First Date Series 


© Category (H) Axis Labels 
© H-Values for HY-Chart 





To plot the data in the first row or column as the first series of values along — 
axis (or z-axis in a 3-D chart), select the First Data Series option and choose ; 


To plot the data in the first row or column as names of categories along the x- 
axis, select the Category (X) Axis Labels option and choose OK. 

To plot the data as xy coordinates (that is, to plot the values in _ qe 
column along the x-axis and to plot the values in other rows Or Sar cual 
the y-axis), select the X-Values For XY -Chart option and secon » ng 
Excel plots the data as an xy (scatter) chart even if another type 0 = ie i 
fined as the preferred chart format. For more information on the prete * 
format, sce the following section, “Changing the Chart Type or Format. 


Plotting XY Coordinates on an XY (Scatter) Chart 


XY (scatter) charts are useful for showing how several chart data series - 
related to each other, or for plotting two groups of numbers as one series to Ky 
coordinates. In an xy chart, Microsoft Excel uses numeric values ~ a 
as opposed to values along the vertical axis and categories _ = oe 
axis. This kind of chart is typically used to analyze data to see if one set 0 

is dependent on or affects another set of values. 
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The following illustrations show how plotting a music store's advertising and 
sales data as two different series differs from plotting them as one series of xy 
coordinates on an xy chart. 


The first illustration shows the result of plotting advertising dollars and sales of 
classical music compact disks (CDs) as separate chart data series. The selection 
used to create this chart is B4:C10. In the resulting chart, it is not clear if there is 
a numeric correlation between advertising dollars spent and sales of classical 
music CDs, although you can see some correspondence. 


Top tine plots sales (column The data senes names can 
C) as one data senes. be displayed in a legend. 
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Bottom line plots advertising Default tick mark labels are used because 
(column 8) as one data series. data oid not include categories. 
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ta as xy coordinates so Microsoft Excel 

f xy coordinates. You can see an apparent 

d sales for classical CDs. The nearly, 
at there may be a high degree 


of correlation between advertising and sales. Each data marker represents the 


The following chart plots the same da 
plots only one data series consisting 0 
numeric correlation between advertising an 
straight line connecting the data markers suggests th 


isk value 
intersection of an advertising dollar value (x-value) and a sales dollar alu 


(y-value). 


ion of an 
Each data marker represents the intersection oO 
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The vertical axis values are derived from the Sales column. 
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au Plotting xy coordinates on an xy (scatter) chart 
To do this procedure, you must be using full menus. 
1 Select the range of worksheet cells that contain the data you want to plot. 


For xy charts, the selection should include a row or column of x-values and a 
row or column of y-values, and it should not contain text or dates in both the 
first row and column. 


2 Choose File New. 
In the list, select the Chart option. 
4 Choose OK. 


Microsoft Excel displays a dialog box so you can choose to plot the data as xy 
coordinates or as separate chart data series. If a dialog box does not appear 
and the chart is plotted right away, your selection may not be correct and you 
should repeat steps | through 4. 


5 Select the X-Values For X Y-Chart option. 


Microsoft Excel creates an xy (scatter) chart using the values in the first row 
or column of the selection as x-values, and the values in the other rows or 
columns as y-values. 


If you want to plot the data as separate chart data series instead of xy coor- 
dinates, select the First Data Series option, and Microsoft Excel automati- 
cally generates the x-values 1, 2, 3, and so on. For more information, see 
“Specifying the Contents of the First Row or Column,” earlier in this section. 


6 Choose OK. 


You can also use the chart tool to create the xy chart. 
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Guidelines 


How Microsoft Excel Plots a Chart Microsoft Excel defines a chart data series 
and plots worksheet data based on the shape and contents of the worksheet 
selection. First Microsoft Excel determines whether the selection includes cate- 
gory names and series names. If the upper-left cell of the worksheet selection is 
blank or if the first row and column contain text or dates, Microsoft Excel uses 
the first row and the first column for the series names and category names. 
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Whether the row or column Is used for series nam 


on the shape of the selection, Microsoft E 


fewer data series than categories, OF, for xy (scatter) charts, 
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es or category names depends 





xcel always assumes that you want 


fewer data series than 


a 
data points. If the worksheet selection—excluding the category names and seri 


names—has more rows than column 
each column as a chart data series. 


For example, in the followin 
row contains the data series n 


names: 
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If the worksheet selection has more columns than rows (is wider than tall) or has 
an equal number of columns and rows, Microsoft Excel plots each row as a chart 
data series and uses the first row as the category names and the first column as 
the data series names. 

For example, in the following illustration, Microsoft Excel assumes that the first 
row contains category names and the first column contains the data series names: 













wa me 
FA Hype: 1988 1989 1990'— Category names 
| 2 |Projected $20. $23 $2 6] 
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‘sa Projected 
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(To create this chart, you would select cells Al:D3, choose File New, and select 
the Chart option. You add the legend by choosing Chart Add Legend.) 


If the upper-left cell of the worksheet selection Is not blank, Microsoft Excel 
looks for text or dates in the first row and in the first column. Microsoft Excel 
uses the text or dates as the category names or series names, again depending on 
the shape of the worksheet selection. 

The rules used for plotting selections by shape are the same whether or not the 
upper-left cell of the worksheet selection Is blank. For example, if only the first 
row contains text values and the worksheet selection has more rows than columns 
(is taller than wide), the first row is used as the chart data series names, and each 
column is plotted as a data series. 
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For example, in the following chart, no series names are available in the first row 
so the legend contains the names Series! and Series2. (In general, Microsoft 
Excel assigns the names Series!, Series2, Series3, and so on.) 


Category names 


Series! 


C) Series2 


(To create this chart, you would select cells Al:C4, choose File New, and select 
the Chart option. You add the legend by choosing Chart Add Legend.) 


Understanding a Chart Data Series and a Series Formula __ Each set of related 
points on a chart (for example, the data points plotted from a column of a work- 
sheet selection) is a chart data series. A chart data series is described within 
Microsoft Excel by a series formula, Understanding a series formula is useful for: 


= Editing a series formula to change a data series name in a chart legend or to 
control how data series are plotted. 


s» Building a series formula to add a chart data series to an existing chart. 
ws Deleting a chart data series from a chart by deleting its series formula. 


If you want to manipulate individual data series in a chart, you should learn about 
working with and editing the series formula. For information on editing a series 
formula, including controlling the plot order, see “Adding, Editing, and Deletin 
Chart Data” in Chapter 12 and the SERIES function in the Microsoft Excel : 
Function Reference. . 


Plotting a Multiple Selection You will need to plot a multiple selection when 
you have blank rows or columns on a worksheet between the rows or columns 
you want to plot, when you want to plot a collapsed outline without plotting the 
hidden rows or columns, or when you want to plot only part of a row or column. 









MORE ABOUT 





Creating a New Chart 


When you plot a multiple selection, Microsoft Excel tries to compress the multi- 
ple selection into a single range selection. (Microsoft Excel doesn’t actually 
remove cells or change your worksheet, the compression process is used only to 
plot the chart.) If the compression is successful, Microsoft Excel applies the nor- 
mal rules for plotting a chart as explained earlier in this section. 


For example, suppose you have a worksheet showing the inventory of four 
products left over at the end of each month and you want to plot only the values 
for products | and 3 at the end of cach quarter. You can use a multiple selection 
to plot only the values you want as shown in the following illustration, When you 
plot the chart, Microsoft Excel treats the multiple selection exactly as if you had 
plotted the multiple selection as a single selection: 





When plotting a chart, Microsoft Excel 
treats a multiple selection... 


| _.as it it were a single rectangular selection. 


GEES Product | Product 4 
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In general, your multiple selection—excluding series names and categories— 
should be rectangles that Microsoft Excel can easily compress into a single 
rectangular selection. The resulting compressed selection is the original multiple 
selection after “removing” entire rows and columns between the individual areas. 
If removing rows or columns also would remove any cells from your original 
selection, Microsoft Excel does not compress the selection. 


If the multiple selection cannot be compressed into a single rectangular selection, 
Microsoft Excel checks the upper-left cell of the first range selected. If this cell 
contains something other than a date or text, Microsoft Excel assumes that the 

multiple selection does not include series names or category names. If this cell 
does contain a date or text, Microsoft Excel checks the other cells in the multiple 
selection and attempts to determine category names and series names. 
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As with a single range selection, Microsoft Excel organizes the values in a 
multiple selection into chart data series by determining whether there are fewer 
columns or rows in the first range selected. If there are fewer columns, Microsoft 
Excel plots each column as a separate data series. If there are fewer rows or an 


equal number of rows and columns, Microsoft Excel plots each row as a separate 
data series. 


To make a multiple selection, drag through the first selection and then hold down 
the COMMAND key while you drag through each additional selection. You can 
also make a multiple selection with just the keyboard. For information on making 


a multiple selection with the keyboard, see “Selecting Cells and Moving Around 
the Worksheet” in Chapter 3. 


If the selection you want to plot includes rows or columns that are hidden or 
collapsed in an outline and you don’t want to plot the data in the hidden or 
collapsed cells, click the select visible cells button in the tool bar after you select 
the area you want to plot, and then create the chart. 


Controlling How Microsoft Excel Plote Chart Data Series = Normally Microsolt 
excel uses the shape of the worksheet selection to determine whether rows or 
columns form the data series. However, you can control whether Microsoft Excel 


plots the worksheet rows or columns as chart data series. In other words, you can 
reverse Microsoft Excel's default plotting. 


Microsoft Excel assumes you want fewer data series than categories. So, if the 
worksheet selection has more rows than columns, Microsoft Excel plots each 
column as a separate data series. Similarly, if the worksheet selection has more 
columns than rows, Microsoft Excel plots each row as a separate data series. 


You can change the plotting using one of two methods: 


e The easiest way is to create your chart and then choose the Chart Edit Series 
command and specify different ranges of cells to use for your chart values. 
Use this method if the chart has already been plotted. For more information, 
see “Adding, Editing, and Deleting Chart Data” in Chapter 12. 


a If you want to control how the data series are plotted when you first create the 


chart, you can choose the Edit Copy and Edit Paste Special commands to copy 
the data and paste it into the chart the way you want. Using this method, you 
can control whether the rows or columns of data are treated as chart data 
series, and you can specify whether a particular row or column contains data 
series names or category names. 

To control whether rows or columns become data series in a chart, select the 
data you want to plot—including the category names and chart data series 
names, if any—and choose Edit Copy. (If you’re copying a multiple selection, 
it must be compatible with Microsoft Excel outlining. That is, removing entire 
rows or columns between the individual areas of the selection must not affect 
any cells in the original selection.) Then create a blank chart document by 
choosing the File New command and selecting the Chart option. If you then 
choose the Edit Paste Special command, Microsoft Excel displays a dialog 
box where you can specify whether data series values are in rows or columns. 
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Changing the Chart Type or Format 


IMPORTANT 


Microsoft Excel offers 11 chart types and a gallery of built-in formats for each of 
the chart types. Each of the available chart types is listed on the Gallery menu. 

If a new chart is not created in the type and format you want, you can use the 
Gallery menu commands to change to the chart type and format you want. 


Changing the chart type or format with the Gallery menu commands overrides any 
custom formatting, such as patterns and gridline settings, that you have applied, 
so you should always choose the gallery option you want before you customize 
the chart. If you have already customized a chart and want to change the chart 
type but ratain your custom formats, you can do 80 with the Format Main Chart 
command, ane any cuntom formate that apply to the new ehart type will be 
preserved. 


For information on a ____—‘See 
Formatting a chart 











Chapter 13, “Formatting a Chart” 


Online Help also provides information on changing the chart type or format. To 
display online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


Choosing a Chart Type 


The following table provides a summary of chart types and some of the most 
appropriate uses of each. 


Chart type : Uses 








Area 


Shows the relative importance of values over a period of time; 
similar to a line chart, but emphasizes the amount of change 
(magnitude of values) rather than the rate of change. 





1 Shows individual figures at a specific time or draws compari- 
sons between items but not to a whole; similar to a column 
chart but categories are organized vertically instead of hori- 
zontally, placing less emphasis on time flow. 
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XY (Scatter) 
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3-D Column 





3-D Pie 


Uses 


Shows a 3-D view of an area chart; emphasizes the sum of 
plotted values, and separates chart data series into distinct 
rows to show differences between the data series. 


Shows a 3-D view of a column chart; emphasizes comparison 
of data points along two axes—a Category axis and a chart data 
series axis—so you Can compare data within a data series 
more easily and still view data by category. 


Shows lines ina line chart as 3-D ribbons; makes individual 
lines easier to view, particularly when they cross, while still 
showing all chart data series in one chart for comparison. 


Shows a pie chart with height to the slices; places additional 
emphasis on data values that are in front. 


Changing the Chart Type with the Gallery Menu Commands 


The Gallery menu contains a command for each chart type. Microsoft Excel 
displays a check mark next to the current chart type. Use the Gallery commands 
to change chart types if: 


= Anew chart is not created with the chart type or format you want. 


= You are experimenting with chart types for a noncustomized chart—for 
example, to analyze the data in several formats on the screen or to find the 
best chart type for the data. 


= You want to start over again with a different chart type and clear your custom 


formats. 
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When you select a chart type from the Gallery menu, Microsoft Excel displays a 
gallery of different chart formats for that type. For example, the following illus-, 
tration shows the formats available for the Column chart type: 





For more information about each of the gallery choices available for each chart 
type, see “More About Changing the Chart Type or Format,” later in this section. 


You are not limited to the chart formats displayed in the gallery; the gallery 
choices are essentially formatting shortcuts. They automatically apply formatting 
and incorporate elements that you could also apply or add individually. Once you 
have selected the chart type and format you want, you can customize any chart to 
suit your needs. For information on formatting a chart, see Chapter 13, “Format- 
ting a Chart.” 


sun, Changing chart types or formats with the Gallery commands 


Use the Gallery commands to format a chart quickly. First select the chart type 
and format that most closely resembles the chart you want to create and then 
customize the chart if you need to. You may not need to customize the chart if 
one of the built-in chart formats matches the chart format you want to create. 


1 


Activate the chart window. If the chart was created on a worksheet with the 
chart tool on the tool bar, double-click the chart to display the chart in a chart 
window. 


Select the Gallery menu. 


The check mark on the menu indicates the type of chart in the active chart 
window. 


From the Gallery menu, choose the chart type you want. 


A dialog box displays a gallery of different formats for that chart type. To 
display the gallery for the next chart type on the Gallery menu, choose the 
Next button. To display the gallery for the previous chart type on the Gallery 
menu, choose the Previous button. 


Select the format you want by clicking it or typing the number of the format. 
Choose OK. 
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Changing the Chart Type of a Customized Chart 


If you have already added custom formatting to a chart, you can change the chart 
type and retain any formats appropriate for the new chart type with the Format 
Main Chart command. For information on other formatting options available in 
the Format Main Chart dialog box, see “Formatting Chart Data Markers” in 
Chapter 13. 


mu Changing the chart type and retaining your custom formats 
1 Choose Format Main Chart. 
2 Inthe Main Chart Type box, select the chart type you want. 


If more than one format is available for the type of chart you want, you can 
also select a format under Data View. 


3 Choose OK. 


Applying and Setting the Preferred Chart Format 


The preferred chart format is the default chart type and format that Microsoft 
Excel applies when you create a new chart. Initially, the chart type is the column 
chart, and the format is set to the first format in the Gallery Column dialog box. 


With the Gallery Preferred command, you can choose the preferred chart format 
at any time to quickly return a chart to its initial chart type and format. You can 
also set the preferred chart format to match the active chart, so that Microsoft 
Excel applies that chart type and format whenever you choose Gallery Preferred 
or create a new chart. 


The preferred chart format can be one of the built-in gallery formats or a custom 
format you've created. The preferred chart format you set remains in effect until 
you quit Microsoft Excel. If you specify a preferred chart format other than the 
first format in the Gallery Column dialog box and you want to save that preferred 
chart setting, you can do so by saving the workspace with the File Save Work- 
space command or by creating a Microsoft Excel template. For information on 
saving and opening a workspace file, see “Setting Up a Workspace” in Chapter 
16. For information on templates, see “Creating and Using a Document Tem- 
plate” in Chapter 16. 


sun’ Changing a chart back to the preferred format 
To do this procedure, you must be using full menus. 


P Choose Gallery Preferred. 
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su Changing the preferred chart format 
To do this procedure, you must be using full menus. 


1 Create a chart that is formatted with the chart type and formats you want used 
for all your new charts. 


You can apply whatever custom formatting you want. 

2 Choose Gallery Set Preferred. 
Microsoft Excel saves all formatting details of the active chart as the preferred 
chart format. 

su Changing the preferred chart format using a blank chart 


If you do not already have a chart formatted with the type and formats you want, 
you can still choose a chart type for a blank chart and then define that type as the 
preferred type. 


To do this procedure. you must be using full menus. 
1 Select a blank cell on your worksheet. 
2 Choose File New. 
3 In the list, select the Chart option. 
Microsoft Excel displays a blank chart window. 


4 Choose the Gallery command corresponding to the chart type you want to 
define as preferred. 


A dialog box displays a gallery of different formats for that chart type. To 
display the gallery for the next chart type on the Gallery menu, choose the 
Next button. To display the gallery for the previous chart type on the Gallery 
menu, choose the Previous button. 





Select the format you want by clicking it or typing the number of the format. 
Choose OK. 
Choose Gallery Set Preferred. 


on oc vo 


Close the blank chart window. 


You do not need to save changes to the blank chart when you close it. 
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More About Changing the Chart Type or Format 


SN — Guidelines 


Gallery Area The Gallery Area command offers the following area chart 
formats: 


Simple area chart 100% area chart With drop lines With gridlines 


With areas labeled 


Gallery Bar The Gallery Bar command offers the following bar chart formats: 


Simple bar chart Bar chart for one Stacked Overlapped 


series with varied 
patterns 






100% stacked With vertical With value labels 
gridiines 
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Gallery Column = The Gallery Column command offers the following column 
chart formats: 


Simple column Column chart for Stacked Overlapped 
chart one series with 
varied patterns 


6 


100% stacked With horizontal With value labels Step chart (no 
gridlines space between 
categories) 


Li 


Lines and markers _Lines only Markers only Lines and markers 
with horizontal 
gridlines 


1ele8 ith 


| 





Lines and markers Lines andmarkers —_—Hi-lo chart with High, low, close 
with horizontal and _ with logarithmic markers and hi-lo chart (for stock 
vertical gridlines scale and gridlines lines quotes) 








a ct a 
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Gallery Pie = The Gallery Pie command offers the following pie chart formats: 


Each wedge All wedges 

patterned or patterned or colored 

colored differently the same and labeled 
with categories 


With category With value labels 
labels expressed as 
percentages 


First wedge 
exploded 
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Gallery XY (Scatter) In an xy (scatter) chart, the x-axis must be numerical, and 
data is plotted as xy coordinates. Microsoft Excel calculates the scale and tick 
mark labels for the x-axis, just as it does for the y-axis. The Gallery XY (Scatter) 
command offers the following xy, or scatter, chart formats: 


Markers only Markers from the Markers with Markers with 
same series horizontal and semi-logarithmic 
connected by lines vertical gridlines gridlines 


Markers with 
log-log gridlines 









/ . 
418, Chapter11 Creating a Chart jae ee ere 


“.* svn Lays "4.44.9 





Gallery Combination Use the Gallery Combination command when you want 
to use a different chart type or axis scale for some of the chart data series in the 
same chart. Combination charts are useful for overlaying one data series over 
another to show how closely the data series match. For example, a combination 
chart could show actual figures versus projected figures. For information on 
creating a combination chart, see the following section, “Creating an Overlay 
Chart.” 


chart formats: 


MORE ABOUT 
MORE ABOUT 


Simple area chart With areas labeled 
with 3-D markers and 3-D markers 


2 





Column chart Column chart Line chart overlaid Area chart 
overlaid by a line overlaid by a line by a line chart with overlaid by a 
chart chart with an an independent column chart 
- independent y-axis y-axis scale 
scale 3-D plot with 
gridlines 





Column chart overlaid 
by a line chart containing 
three data series (for 
showing stock volumes 
related to high, low, and 
closing prices) 





a 
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Gallery 3-D Area The Gallery 3-D Area command offers the following 3-D area 


With drop lines and —- With gridlines and 
3-D markers 3-D markers 


? 


3-D plot with x-axis 
and y-axis gridlines 
only 
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Gallery 3-D Column = The Gallery 3-D Column command offers the following 
3-D column chart formats: 


Simple column chart Stacked with 100% stacked with With value axis 


with 3-D markers 3-D markers 3-D markers (z-axis) gridlines 
and 3-D markers 


3-D plot with 3-D plot with x-axis 
gridlines and y-axis gridlines 
only 


Gallery 3-D Line The Gallery 3-D Line command offers the following 3-D line 
chart formats: 


3-D plot with 3-D plot with x-axis 3-D plot with 
gridlines and y-axis gridlines logarithmic gridlines 
only 
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Gallery 3-D Pie The Gallery 3-D Pie command offers the following 3-D pie 
chart formats: 


Each wedge All wedges First wedge 
patterned or patterned and exploded 
colored differently colored the same 

and labeled with 

categories 


With category With value labels 
labels expressed as 
percentages 
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Creating an Overlay Chart 


An overlay chart is a second chart plotted on top of the main chart in the same 
chart window. Use an overlay chart when you want at least two chart data series 
plotted in the same chart but you want one or more of the data series to use a 
different axis scale or chart type than the other data series. A chart that contains 
an overlay chart is called a combination chart. Combination charts are useful for 
comparing two different kinds of data or juxtaposing data series to show Corrte- 
lations more clearly. 

For example. if you were analyzing a company’s stock performance, you might 
use a combination chart to show the relationship between share prices and vol- 
ume, as shown in the following illustration: 


Line chart (overlay) 
shows stock prices. 


Column chart (main chart) 
shows volume sold. 


Major Motors Stock History 
Second Quarter 
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Value axis for main chart Value axis for overlay 
(note different scale) 


For information on See 

Adding or formatting axes, labels, Chapter 13, “Formatting a Chart" 
gridlines, or data markers for an 

overlay chart 
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Online Help also provides information on creating an overlay chart. To display 
online Help, choose the Window Help command. if you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


Adding and Deleting an Overlay Chart 

There are two ways to create an overlay chart: 

s If you've just created a new chart and haven't yet customized it, use the 
Gallery Combination command. 

= If you've already customized the chart and want to preserve the formatting, 
use the Chart Add Overlay command. 

When you create an overlay chart, Microsoft Excel divides the chart data series in 

the active chart equally between the main and overlay charts. The first group of 

data series is plotted in the main chart and the second group in the overlay chart. 

If there are an odd number of data series, Microsoft Excel puts one more data 

series in the main chart than in the overlay chart. For example, if there are five 

data series, Microsoft Excel puts the first three in the main chart and the remain- 

ing two in the overlay chart. 


Since the chart data series for the overlay chart are taken from the main chart data 
series, all the data series you want in both charts should be in the main chart 
before you create the overlay chart. If you're creating a new chart and you plan 
on adding an overlay chart to it, you should select all the data series for both 
charts on the worksheet when you create the chart. 


If you decide to add overlay chart data after you have created a combination 
chart, Microsoft Excel redivides the entire set of data series and places the first 
group of data series in the main chart and the second group in the overlay chart. 
For example, if a combination chart originally contained three data series, 
Microsoft Excel would plot the first two in the main chart and the remaining one 
in the overlay chart. If you then add two more data series to the chart to make a 
total of five data series, Microsoft Excel plots the original three data series in the 
main chart and plots the two added data series in the overlay chart. For infor- 
mation on adding chart data series, see “Adding, Editing, and Deleting Chart 
Data” in Chapter 12. 
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Microsott Excel offers five built-in combination chart formats which you can 
select with the Gallery Combination command. You can choose one of these 
formats as a shortcut to creating your combination chart, and then you can 
customize the main chart and overlay chart to get exactly the chart you want. 
The format options in the gallery are: 


Column chart Column chart Line chart overlaid Area chart 
overlaid by a line overlaid by a line by a line chart with overlaid by a 
chart chart with an an independent column chart 


independent y-axis y-axis scale 
scale 


Column chart overlaid 

by a line chart containing 
three data series (for 
showing stock volumes 
related to high, low, and 
closing prices) 





You cannot add an overlay chart to a 3-D chart. Ifa combination chart is the active 
chart and you select a 3-D chart type in the Format Main Chart dialog box or in the 
gallery, the overlay in the combination chart is deleted and all data series return to 


the main chart. 


uuu Changing a new chart to a combination chart 


Use this procedure to add an overlay chart to a chart that you have not yet 
customized. 


To do this procedure, you must be using full menus. 
1 Choose Gallery Combination. 
2 Select the format you want. 


3 Choose OK. 
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sus, Adding an overlay chart to a customized chart 


Use the Chart Add Overlay command to add an overlay chart to an existing chart 
and retain your custom formatting, or if you want a different combination of 
overlay and main charts than those provided in the gallery. A chart can contain 
only one overlay chart. If the chart already has an overlay, the Chart Add Overlay 
command is not available. 


To do this procedure, you must be using full menus. 
1 Choose Chart Add Overlay. 
Microsoft Excel plots a line chart as the default overlay. If you want the 
overlay chart to be a line chart, this completes the procedure. 
2 To apply a different chart type to the overlay chart, choose Format Overlay. 
3 Inthe Overlay Chart Type box, select the chart type you want. 


If more than one format is available for the chart type you want, you can 
select a format under Data View. 


4 Choose OK. 


sus Changing the overlay chart type 


You can change the overlay chart type after you have created it and still keep 

your custom formats using the Format Overlay command. For information on 
other formatting options available in the Format Overlay dialog box, see “For- 
matting Chart Data Markers” in Chapter 13. 


To do this procedure, you must be using full menus. 
1 Choose Format Overlay. 


2 Inthe Overlay Chart Type box, select the chart type you want. 





If more than one format is available for the chart type you want, you can 
select a format under Data View. 


3 Choose OK. 


aus Deleting an overlay chart 


You can remove the overlay chart and return all chart data series to the main chart 
with the Chart Delete Overlay command. The Chart Add Overlay command 
changes to the Chart Delete Overlay command when a chart window with an 
overlay chart Is active. 

To do this procedure, you must be using full menus. 

P Choose Chart Delete Overlay. 
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Changing Chart Data Series Distribution 

You can change which chart data series appear in the main chart and which 

appear in the overlay chart and override Microsoft Excel's default data series 

distribution, by using the following techniques. 

= Specify the plot number of the first chart data series you want plotted in 
the overlay chart using the Format Overlay command That series and 
each series with a higher plot number will appear in the overlay chart. For 
example, if a chart has five series and you specify series 3, then series 3, 4, 
and 5 appear in the overlay chart. 


= Change the plot number of the chart data series using the Chart Edit 
Series command Once you change the plot number, Microsoft Excel 
automatically redivides the data series between the main chart and overlay 
chart based on their new plot order. For information on changing the plot 
number of a data series, see “Adding, Editing, and Deleting Chart Data” in 
Chapter 12. 


mut Specifying the division of the chart data series 
To do this procedure, you must be using full menus. 


1) Choose Format Overlay. 


2 Inthe First Overlay Series box, type the number of the first chart data series 
you want plotted in the overlay chart. 


All data series with a higher plot number will also be plotted in the overlay 
chart. 


3 Choose OK. 


More About Creating an Overlay Chart 
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Changing the Main or Overlay Chart Type with the Gallery Menu Commands = To 
change the chart type or format of both the main chart and overlay chart, you can 
choose the Gallery Combination command and select a different format. The 
Gallery Combination command removes any custom formats you have applied so 
you should only use the Gallery Combination command with a noncustomized 
chart or on a chart that you want to return to the original gallery format. You can 
also change either the overlay chart or the main chart by selecting a series in the 
overlay or main chart and then choosing a Gallery menu command. If you choose 
a Gallery menu command other than Combination, you must hold down SHIFT 
when you choose the OK button or Microsoft Excel will remove the overlay chart 


and place all of its chart data series in the main chart. You cannot add an overlay 
chart to a 3-D chart. 
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Saving a Chart 





Savinga Chart fa 


If you create a chart in a separate document, you will need to save it in ontat to | 
store il permanently in a file on the disk. Embedded charts created with ae chart | 
tool in the tool bar are automatically saved as part of the worksheet or macro | 
sheet on which the chart ts created. You can also save an embedded chart as a | 
separate chart document if you first open the embedded chart. To open an } 
embedded chart, double-click 1. 


As with all Microsoft Excel documents, until you save a chart, it 1s eT in 
your computer's memory and would be lost if your computer lost power. You 
should save frequently so you won't lose your work in the event of a oh 
interruption or hardware problem. It Is also a good idea to save a a a se 
performing a major or lengthy operation so you can easily restore l = a 
previous state in case the chart does not turn out the way you intended. 


There are two commands that you can use lo save a chart—File Save and File 
Save As. Choosing the File Save command saves your chart under the same 7 
with which it was last saved, replacing the previously saved version of the chart. 
If you choose the File Save As command, you can save a chart under a = _ 
name. in a different file format, in a different folder, or on another disk, With File 
Save As, you can also create a backup file, designate the chart as a ry ee or . 
add passwords to a chart that protect it from being opened or changed. iCFORO 
Excel does not close a chart when you save I, so you can continue to work on tt 
after saving I. 


if a chart has never been saved before, choosing either File Save or File Save As 
displays the File Save As dialog box so you can specify a name for the chart file. 





For information on See | a 

Closing a chart window “Closing a Chart Window" following In this chapter 

Saving a worksheet “Saving a Worksheet” in Chapter 3 

Protecting a document with “Protecting Documents and Windows” in Chapter 

passwords 16 5 

Creating document templates “Creating and Using a Document Template” in 
Chapter 16 


Online Help also provides information on saving a chart. To display online af 
choose the Window Help command. If you are using system software esa ! 
and the Help command does not appear on the Window menu, 04 Help by 
pointing to the Help menu icon and choosing the Microsoft Excel Help neg 
mand. For information on a specific command, select the Commands topic. For 
information on using online Help, see “Using Help” in Chapter 1. 
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sua Saving a new or existing chart as a new chart file 


Use the following procedure if you are saving a chart for the first time or if you 
want to save an existing chart under a new name, in a different folder, or on a 
different disk. 


Make sure to save the supporting worksheets for a chart before you save the 
chart, so that the references to the worksheets are current. 


6 


lf your disk is nearly full, canceling the File Save As command after you choose 
the Save button may interfere with the save process. To avoid possibly losing 
data, do not cancel the save process after it begins. 


Choose File Save As. 


If the chart has never been saved before, you can also choose File Save. 
Microsoft Excel displays the File Save As dialog box and proposes the cur- 
rent name for the chart in the Save Chart As box. 


IMPORTANT 


If you want to save the chart under a different name than the one proposed, 
type the name for the chart. 


For guidelines on naming files, see “More About Saving a Chart,” later in this 
section. 


To save the chart in a folder different from the one shown at the top of the 
dialog box, double-click the folder name in the list. 


To save the chart on a different drive, click the Drive button (or the Desktop 
button if you're using system software version 7.0). 


For more information on changing drives and folders, see “More About 
Saving a Chart,” later in this section. 

Make sure that the correct file format is shown at the bottom of the dialog 
box. 


For a Microsoft Excel chart, the available formats are Normal and Microsoft 
Excel version 2.2. You can also save a chart as a template. For more informa- 
tion, see “Creating and Using a Document Template” in Chapter 16. If the 
format is not correct, change the format. For information on using different 
file formats, see “Exchanging Documents with Other Applications” in 
Chapter &. 

Choose the Save button. 
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su Saving an existing chart quickly under the same name 


Use the File Save command when you want to quickly save a chart that has 
already been saved once and you want to save it under the same name and in the 
same folder. Choosing File Save immediately saves the chart on the disk with- 
out first displaying the File Save As dialog box, When you choose File Save, 
Microsoft Excel replaces the previously saved version of the chart with the cur- 
rent version, unless you turn on the Create Backup File check box as described 
in the next procedure. 


P Choose File Save. 


lf your disk is nearly full, canceling the File Save command may interfere with the 
save process. To avoid possibly losing data, do not cancel the save process after 
it begins. 


sun Creating an automatic backup file 


You can set up your chart document so that each time you save the chart in the 
future. Microsoft Excel saves the old version of the chart in a backup file. This 
way you can always keep the last two versions of a chart on your disk: the ver- 
sion you just saved and the previous version. Microsoft Excel maintains only one 
backup of the chart, which is always the version previous to the current version. 
To create the backup file, Microsoft Excel renames the old version by preceding 
the name with “Backup of” before saving the current version. 

Choose File Save As. 

Choose the Options button. 

Turn on the Create Backup File check box. 

Choose OK. 





Make any other changes to the filename, folder, or drive you want. 
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Choose the Save button. 


More About Saving a Chart 


Guidelines 


Naming a Chart To name a chart in Microsoft Excel, you follow the same rules 
that you use when naming a file for the Macintosh. The filename can be a maxi- 
mum of 3] characters. 
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Changing Disk Drives or Folders =When you first choose File Save As, Microsoft 
Excel displays the name of the current drive in the upper-right comer of the File 
Save As dialog box and the name of the current folder in a box at the top of the 
dialog box. The folders and files in the current folder are listed in a box below the 
name of the current folder. To save the chart in a folder in the current folder, 
double-click the folder name in the list. The folders and files in the folder you 
double-clicked are then listed in the box. To save the chart in a higher-level folder 
above the current folder, point to the current folder name at the top of the dialog 
box and drag down to select the folder you want. To save the chart on another 
drive, choose the Drive button (or the Desktop button, if you are using system 
software version 7.0). 


wt Tips 


Picking Up Where You Left Off If you want to preserve your current arrangement 
of open windows so you can quickly restore it in the future, you can do so by 
using the File Save Workspace command to save a list of the currently open 
documents and their window size and location in a workspace file. To restore 
your workspace (open the same documents and arrange their windows in the 
same order), all you do is open the workspace file. For more information on 
saving and restoring a workspace, see “Setting Up a Workspace” in Chapter 16. 
When you save the workspace, Microsoft Excel asks if you want to save changes 
for each open document that has been changed since it was last saved. If you 
choose the Yes button for a document, Microsoft Excel saves the changes on the 
disk and replaces the last saved version of the document, just as if you had chosen 
File Save for the document. 


Protecting a Chart You can protect a chart’s data series or formats from being 
accidentally altered by choosing the Chart Protect Document command and 
turning on the Chart check box. The chart will still be updated if its source data 
changes. 


Viewing a Chart Document and Its Source Data at the Same Time = You can 
choose the Window Arrange All command to see all open windows at the same 
time. With this feature you can see both your chart document and its source 
worksheet. 


Closing a Chart 





Closinga Chart MRR 





After you tinish working in your chart and save it, you may want to close it. 
Closing a chart means closing the window displaying the chart. Closing a chart 
that is a separate document removes the chart from the workspace. An embedded 
chart is sll displayed on the worksheet after the chart window closes. 


If you close a chart document before saving your latest changes, or if you close 
a worksheet with unsaved changes, including changes to an embedded chart, 
Microsoft Excel asks if you want to save the changes. To save the changes, 
choose the Yes button; to ignore the changes, choose the No button; to cancel 
the File Close or File Close All command, choose the Cancel button. 


For information on See 
Using windows “Working with Windows” in Chapter 1 


Saving your chart “Saving a Chart” preceding in this chapter 
Deleting your chart “Deleting a Chart” in Chapter 12 


Online Help also provides information on closing a chart. To display online Help, 
choose the Window Help command. If you are using system software version 7.0 
and the Help command does not appear on the Window menu, display Help by 
pointing to the Help menu icon and choosing the Microsoft Excel Help com- 
mand. For information on a specific command, select the Commands topic. For 
information on using online Help, see “Using Help” in Chapter 1. 


aus Closing a chart window 


> Choose File Close or click the close box at the left of the document title bar. 


mun Closing all open documents 


1 Hold down SHIFT and select the File menu. 





Phis displays the File Close All command tn place of the File Close 
command. 


2 Choose File Close All. 
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Opening an Existing Chart 


NOTE 





Editing a Chart 


Once you have created a chart, you may want to edit the chart data 
or the various parts of the chart, such as the legend or axes. This 
chapter describes how to open, edit, and delete a chart you have 
already created. 


NOTE Unless otherwise noted, all information and procedures for 
working with worksheets also apply to macro sheets. 


Table of Contents 
Opening an Existing Chart ... 433 


Selecting Items in a Chart ... 435 
Adding, Editing, and Deleting Chart Data ... 438 
Deleting a Chart ... 448 


To open a chart you created as a separate document, use the File Open com- 
mand—the same command you use to open worksheets and macro sheets. When 
you open a chart, Microsoft Excel displays it in its own window. 





You can also open a chart that is embedded on a worksheet into its own window 
by double-clicking the embedded chart. Microsoft Excel opens the chart in its 
own window for editing. 


if the worksheet associated with the chart has been updated since you last saved 
the chart, Microsoft Excel asks if you want the chart updated when you open the 
chart, even if the worksheet containing the data used in the chart is not open. 


For information on See Ci Cae > SS 
Opening a chart template “Creating and Using a Document Template” in 
Chapter 16 


Online Help also provides information on opening an existing chart. To display 
online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appéar on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
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Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


san ~Opening a chart 
1 Choose File Open. 
2 Inthe list, select the chart you want to open. 


If the chart you want to open is not listed, switch to the folder containing the 
chart by double-clicking the folder name in the list. For more information on 
changing drives and folders. see “More About Opening an Existing Chan,” 
later in this section. 


3 Choose the Open button. 


uuu Opening an embedded chart in its own window 


If you embedded a chart on a worksheet with the chart tool, you can open the 
chart in its own window for editing. If you move or size the new window, you'll 
see the original embedded chart beneath the new chart window. Any changes you 
make in the new chart window, except for moving and sizing, also affect the 
embedded chart. 


> Double-click the embedded chart. 
Microsoft Excel opens a window for the embedded chart. 


In the chart window, you can also save the embedded chart as a separate 
document. If you close the chart window without saving, the embedded chart 
remains on the worksheet and changes you made to the chart will be saved when 
you save the worksheet. If you delete the embedded chart, the chart window is 
closed automatically unless you have saved it. For more information on saving a 
chart as a separate document, see “Saving a Chart” in Chapter 11. 


More About Opening an Existing Chart 
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Changing Disk Drives or Folders = When you first choose the File Open 
command, Microsoft Excel displays the name of the current drive in the upper- 
right corner of the File Open dialog box and the name of the current folder ina 
box at the top of the dialog box. The folders and files in the current folder are 
listed in a box below the name of the current folder. To open a chart in a folder in 
the current folder, double-click the folder name in the list. The folders and files in 
the folder you double-clicked are then listed in the box. To open a chart in a 
higher-level folder above the current folder, point to the current folder name at 
the top of the dialog box and drag down to select the folder you want. To open a 
worksheet on another drive, choose the Drive button (or the Desktop button, if 
you are using system software version 7.0). 
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Opening a Chart Template You can open a chart spa energy 
command or the File Open command. The File New comman ae P : 
in your startup folder. To open a template in any other folder, use ht am i 
command. When you open a template with either the File Open or ae pide <i 
command, Microsoft Excel does not open the template itself but creates a Copy 
the template for you to use. | 
When Microsoft Excel copies a template for you, It opens the new document = 
the correct file format (worksheet, chart, or macro sheet) and gives . a mies Y 
name. When you create a new chart from a chart template. on asamp A: _— 
chart type are retained in the template but the data series that age saps 
the chart on the template are not used for the new chart. Instea ria cre : sie 
uses the selection on the active worksheet to supply the data aes for t a a 
chart. For more information on creating, editing, and using a chart templale, : 
“Creating and Using a Document Template” in Chapter 16. 


Selecting Items in a Chart 


art item before you can format or edit it. If no chart item ts 


f ‘lect ach . 
rh adept lable and the formula bar 


selected, most of the Format menu commands are unavai 
is blank. 

A chart item, when selected, is marked with white squares OF black ip 
depending on the type of chart item. These black or white squares tell you 

the next command or action will affect the selected item. 


Chart items and text marked with black squares, OF 
BE Vancouver District handles, can be formatted with commands and moved 
or sized with the mouse. 





(3) Edmonton District 


—__—_——__# 


Chart items and text marked with white selection 
squares cannot be moved or sized directly. Some 
items, such as the axis labels, can be formatted or 


realigned with commands. 





| ar s san edit | series 
If chart text is selected, it appears In the formula bar so you can oat ad “om 
markers are selected, the series formula that Microsoft Excel uses to p ot 


apes ae on 
series is displayed in the formula bar. You can edit this formula to control he 


data is plotted. 











NOTE 


Chapter 12 Editing a Cha 






ee ee a +s O20 b% sate %rn en 8 %ce Ss e%e . pense Ry Ce ee ee aoa ee Pony! 
ie) OT Ae ’, ost Yee ” - Jen fees ; ants : te ss) 2% A * ee Ad , ih 


~* 


When a chart ts the active document, the reference area in the formula bar tells 
you what is selected. If the legend is selected, for example, the area displays the 
word “Legend.” If this area displays the code “S1P3,” it means the third point of 
the first series is selected. For more information on what codes are used for the 
different parts of a chart, see the SELECT function in the Microsoft Excel 
Function Reference. ; 





For information on See . = 1 | 

Selecting in a worksheet or macro “Selecting Cells and Moving Around the 

sheet Worksheet” in Chapter 3 

Editing a series formula “Adding, Editing, and Deleting Chart Data” later in 
this chapter 


lf you are working with a chart that was embedded on a worksheet or macro sheet 
with the chart tool, you must open the chart before performing the procedures in 
this section. To open an embedded chart, double-click it. 


Online Help also provides information on selecting items in a chart. To display 
online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


Selecting Items with the Mouse 


You can use the mouse to select items on your chart. The following table lists 
mouse procedures for selecting items on your chart: 


To Do this 

Select an item Click the chart ltam you want to select. 

helecl d ilala soiled Glick any iidatker i) the dala bellies 

Preshess cd eolti(les betlet trtedt best Haid dawn COMMAND and click (he dala 
Hitt hee 

Uelect gridiines Click @ gridiing. Make sure the tip of the 
pointer is pointing exactly to the gridline. 

Select an axis Click the area containing the axis tick 


mark labels. 


Select the entire plot area Click any area in the plot area not 
occupied by any other item, including 


gridlines. 


Select the entire chart Click anywhere outside the plot area 
_where there is not another item. 








Selecting Items in a Chart 
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Selecting Items with the Keyboard 


You can move item by item or between classes of tems. Microsoft Excel groups 
chart items into the following classes: 


s Chan 


es Plotarea 


a 3-D floor 
es 3-D walls 
e Legend 

ws Axes 

e Text 


a Arrows 

s Gridlines 

= First data series 

e Second data series, and so on 
s Drop lines 

a Hi-lo lines 


When you select chart items with the keyboard, Microsoft Excel moves through 
the classes of items in the order shown in the previous list. 


You use the ARROW keys to select with the keyboard. You can use the UP ARROW 
and DOWN ARROW keys to move between classes of items and the LEFT ARROW 
and RIGHT ARROW keys to select items within classes. The following table lists 
keyboard procedures for selecting items on your chart: 


To Press tee. AS 
Go to the first item in the next class UP ARROW 

Go to tho Inst item in previous class DOWN ARROW 

Cac tee treet Horns lit thie catia elaae rial ARIAOOW 


An ta previous iam inthe same class =| EFT ARROW 


Selecting Items with Menu Commands 


You can use menu commands to quickly select the entire chart or plot area. 


au Selecting an entire chart 
> Choose Chart Select Chari. 


sua Selecting the plot area 
> Choose Chart Select Plot Area. 








Canceling the Selection 


When you have an item selected on your chart, you can remove the selection so 
you can view your chart without the selection squares, or select a different item to 


edit. 


sua ~Canceling the selection 


® > Click just inside the chart window where there is no other chart item. 


@ 


NOTE 
If the chart is selected, click closer to the window edge (outside the chart). 


> Press ESC 


Adding, Editing, and Deleting Chart Data 


NOTE 


Once you have created a chart, you can add more data series or copy additional 
data series from a worksheet or another chart. On some charts, you can also drag 
data markers along the value axis to change their value and perform “what-if” 





analysis. 

For information on See aac! eID Ae a et 
Specifying data series for Microsoft “More About Creating a New Chart” in Chapter 11 
Excel to plot 


lf you are adding, editing, or deleting data for a chart that was embedded on a 
worksheet or macro sheet with the chart tool, you must open the chart before 
performing the procedures in this section. To open an embedded chart, double- 
click it. The chart appears in its own chart window so you can make the changes 
you want 


Online Help also provides information on adding, editing, and deleting chart data. 
To display online Help, choose the Window Help command. If you are using 
system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


Adding Data from a Worksheet 


You can add data from a worksheet by copying it and pasting it into an existing 
chart. This procedure is also useful for creating a summary chart that consolidates 
different data from several worksheets. 


There are two ways to add data series from a worksheet to a chart: 


a» Let Microsoft Excel control the plotting Use the Edit Copy and Edit 
Paste commands to paste the data and let Microsoft Excel control how the 
data series are organized and plotted. For more information on how Microsoft 
Excel plots data, see “More About Creating a New Chart” in Chapter 11. 














Adding, Editing, and Deleting Chari Date 
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s Control the plotting yourself 
commands to paste the data and control how the data series are organized and 
plotted. With options in the Edit Paste Special dialog box, you can specify 
whether you want to make each row or each column in the worksheet 
selection a data series. You can also specify the source cells for data series 
names and category names. 


Use the Edit Copy and Edit Paste Special 


Before starting either of the following procedures, you may want to size the work- 
sheet and chart windows or choose Window Arrange All, so you can see both 
windows on your screen. 


uuu Adding data and letting Microsoft Excel control the plotting 
1 Make sure both the worksheet and chart documents are open. 

Select the worksheet data. 

Choose Edit Copy. 


Activate the chart window. 


nt W MY 


Choose Edit Paste. 


mun Adding data and controlling plotting yourself 

To do this procedure, you must be using full menus. 
Make sure both the worksheet and chart documents are open. 
Select the worksheet data. 
Choose Edit Copy. 


{ 
2 
3 
A Activate the chart window, 
5 Choose Edit Paste Speci. 
6 


If the values for the data series are in columns, select the Columns option 
under Values In. 


If the values for the data series are in rows, select the Rows option under 
Values In. 


7 Ifthe copied worksheet selection includes category names or series names, 
turn on the appropriate check boxes. If the copied worksheet selection does 
not include category names or series names, turn off the check boxes for these 
items. 


If your selection does not include category names and you want to plot the 
data as xy Coordinates on an xy (scatter) chart, turn on the Categories (X 
Labels) In First Column or Categories (X Labels) In First Row check box, 
whichever is displayed. 


8 Choose OK. 
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NOTE 
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Adding Data Series from Another Chart 


You can also add data series to a chart by copying and pasting them from another 
chart. There are two ways to add data series from another chart: 


= Add all data series and their formats Use the Edit Paste command to 
paste all data series and their formats from one chart to another. 


e Selectively add all data series, their formats, or both Use the Edit Paste 
Special command to selectively paste the data series, their formats, or both. 


When you add data series from another chart with the Edit Paste command, 
Microsoft Excel replaces the format of the active chart with that of the copied 
chart. 


au —- Adding all data series and formats from another chart 
Make sure both chart documents are open. 

Activate the chart window that contains the data series you want to add. 
Choose Chart Select Chart. 

Choose Edit Copy. 

Activate the chart window containing the chart you want to change. 
Choose Edit Paste. 


a a &2 WN = 


sus Adding only data series or formats from another chart 
To do this procedure, you must be using full menus. 
1 Make sure both chart documents are open. 


2 Activate the chart window that contains the data series or formats you want to 
add. 


Choose Chart Select Chart. 
Choose Edit Copy. 
Activate the chart window containing the chart you want to change. 


Choose Edit Paste Special. 


NO ff W 


To paste only the copied formats into the chart, select the Formats option. 
To paste only the copied data series into the chart, select the Formulas option. 


To paste both the data series and their formats into the chart, select the All 
option. This is the same as using the Edit Paste command. 


8 Choose OK. 





NOTE 
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Creating a New Data Series or Editing an Existing Series 


When you select data on a worksheet and then create a chart, Microsoft Excel 
evaluates the selection to determine whether rows or columns should make up the 
data series, and whether the selection contains category names and series names. 
For each data series, Microsoft Excel then uses this information to create a for- 
mula—called a series formula—and uses the series formulas to plot the chart. 


When you create a chart or paste data from a worksheet or another chart, 
Microsoft Excel uses the SERIES function to create series formulas for you, but 
you can also build a series formula yourself. You may want to build a series 
formula yourself if you want to add a data series to a chart, control plotting, add 
a dala series name, or create a data series that is not linked to a worksheet. 


The following illustration shows the parts of a series formula: 





) 
SERIES Series name Category names Values 
function argument argument argument 
Plot order argument 


For more information about the series formula, its parts, and how it corresponds 
to the Chart Edit Series dialog box, see “More About Adding, Editing, and 
Deleting Chart Data,” later in this section. 


The easiest way to build a series formula yourself, or edit the series formula for 
an existing data series, is with the Chart Edit Series command. You can also build 
or edit the series formula directly in the formula bar. 


Before you build or edit a series, you may want to size the worksheet and chart 
windows or choose Window Arrange All, so you can see both windows on your 
screen. 





ut Creating or editing series with the Chart Edit Series command 

To do this procedure, you must be using full menus. 

1 Activate the chart to which you want to add the series, or in which you want 
to edit the existing series, 


If you want to start with a new blank chart, select a blank cell on the work- 
sheet, choose File New, and select the Chart option. 


2 if you want to edil an existing data series, select the series. 


Choose Chart Edit Series. 
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4 If you are creating a new data series, select the New Series option in the 
Series box. 


If you are editing an existing data series, the name of the series is selected in 
the Series box. Microsoft Excel lists unnamed series as “Series n” where n is 
the same as the series’ plot order number. 


5 Inthe Name box, enter an external absolute reference for the data series name, 
or type the name. 


You can either type the reference, or select the cell that contains the name on 
the worksheet and Microsoft Excel enters the reference for you. 


6 Inthe X Labels box, type an external absolute reference for the category 
names of the data series, or select the category names on the worksheet. 


If the chart is an xy chart, this option appears as the X Values box. Type an 
external absolute reference for the x-coordinates, or select the x-coordinates 
on the worksheet. 


7 Inthe Y Values box, type an external absolute reference for the values of the 
data series, or select the values on the worksheet. 


If the chart is a 2-D scatter chart, you type the reference for the y-coordinates 
of the series, or select the y-coordinates on the worksheet. 


This option is not available for 3-D charts. Instead, the text “Series Name” is 
displayed. 


8 If the chart is a 3-D chart, type an external absolute reference for the data 
series values in the Z Values box, or select the values on the worksheet. 


9 Inthe Plot Order box, type the order in which you want the series to be 
plotted. 


You can plot up to 255 series. 

10 To complete the series formula and close the dialog box, choose OK. 
To complete the series formula and keep the dialog box open so you can 
create or edit another series, choose the Define button. 

aut Building a series formula in the formula bar 


You can type a series formula, entering the SERIES function and the appropriate 
arguments in the formula bar. You can also build the series formula by typing and 
selecting cells on a worksheet as described in the following procedure. 


1 Activate the chart to which you want to add the series. 


If you want to start with a new blank chart, select a blank cell on the work- 
sheet, choose File New, and select the Chart option. 


2 Type =series( 
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3 If you want to link the data series name to a worksheet cell, select the cell on 
the worksheet that contains the text you want for the data series name, and 
then type a comma. This enters in the formula an external absolute reference 
for the data senes name. 


If you don’t want the data series name linked to a worksheet cell, type a data 
series name enclosed in quotation marks and followed by a comma. You can 
also leave out the data series name and type just the comma. 


4 Select the area on the worksheet that contains the data you want to use as 
category names and type a comma. The reference appears in the formula as an 
external absolute reference. 


You can also type the reference, a name, or an array constant followed by a 
comma. You can specify a multiple selection; to do so, separate the different 
ranges in the argument with commas, and then enclose the entire argument in 
parentheses. None of the ranges in a multiple selection can be names. If you 
save the chart in Microsoft Excel 2.1 format (Microsoft Excel for Windows) 
or Microsoft Excel 2.2 format (Microsoft Excel for OS/2), only the first range 
of the multiple selection is saved. 


If you don’t want a categories reference, type just the comma. 


5 Select the area on the worksheet that contains the data you want to use as 
values and type a comma. The reference appears in the formula as an external 
absolute reference. 


You can also type the reference, a name, or an array constant followed by a 
comma. You can specify a multiple selection, as described under the previous 
Step. 

6 Type the plot order number you want the data series to have, followed by a 
right parenthesis to finish the formula. 





If you type the plot order number of an existing data series, Microsoft Excel 
renumbers any existing data series with higher plot order numbers. If you 
leave out the plot order number, Microsoft Excel plots the new data series 
last, after any existing data series, and supplies the plot order number. You 
can plot up to 255 data series. 


7 Click the enter box or press ENTER. 
Microsoft Excel adds the data series to the chart, 
For more information on working with formulas, see “Entering a Formula” in 
Chapter 3. 
mua Editing a series formula in the formula bar 


1 Select a marker from the data series to display the series formula you want to 
edit. 


2 Edit the formula, using standard procedures for editing in the formula bar. 


3 When you finish editing, click the enter box or press ENTER. 
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Kor more information on the series formula, see “More About Adding, Editing, 
and Deleting Chart Data,” later in this section. For more information on working 
with formulas, see “Entering a Formula” in Chapter 3. 


Deleting a Data Series from a Chart 


You can delete a series formula with the Edit Clear command, with the Chart Edit 
Series command, or by deleting the series formula directly in the formula bar. 


Deleting the data series from a chart does not delete the source data from the 
worksheet. 


su Deleting a data series with the Edit Clear command 
1 Select the series you want to clear from the chart. 

2 Choose Edit Clear. 

3 Select the Series option. 

4 Choose OK. 


Microsoft Excel deletes the data series and redraws the chart. 


su Deleting a data series with the Chart Edit Series command 
To do this procedure, you must be using full menus. 
1 Select the data series you want to delete. 
2 Choose Chart Edit Series. 
3 Choose the Delete button. 
Microsoft Excel deletes the data series and redraws the chart. 


4 To delete additional data series, select the series you want to delete in the 
Series box and choose the Delete button. 


To close the dialog box, choose the Close button. 


suus_~—-Deleting a data series in the formula bar 

1 Select any marker of the data series you want to delete. 
The formula bar displays the series formula. 

2 Press DELETE. 
Click the enter box or press ENTER. 


Microsoft Excel deletes the data series and redraws the chart. 
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Adjusting Data Values in a Chart 


You can drag the data markers on a chart to increase or decrease their value. 
When you drag a data marker, the data value on the worksheet changes to match 
the new value on the chart. By adjusting the data markers, you can quickly view 
“what-if” scenarios on your chart. You can drag data markers on 2-D line charts, 
bar charts, and column charts. 


When a data marker can be adjusted by dragging, 
a black handle appears among the white selection 
squares when the data marker 1s selected. 


$60,000 
$50,000 
$40,000 


@ ouerter 1 
$30,000 


C) Quarter 2 


$20,000 
$10,000 


$0 


When you drag, a line appears on the y-axis to 
show the adjusted value of the data marker. 


You can change a data marker value by holding down COMMAND, clicking the 
data marker you want to change, and dragging the black handle. You can change 
the data marker value only within the range defined by the value axis. You cannot 
drag the white selection squares. 


When you are finished dragging the data marker, Microsoft Excel calculates the 
data marker value based on the current value of the axis and places that value in 
the worksheet. 

If the value of a data marker is generated by a formula, Microsoft Excel activates 
the worksheet (which must be open) and opens the Formula Goal Seek dialog box 
so you can adjust the formula variables in order to reach the target value. When 
the Formula Goal Seek dialog is displayed with the target value, you select the 
cells that you want to change to achieve the target value. For more information on 
goal seeking, see “Seeking a Value That Solves a Formula” in Chapter 7. 
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sun Adjusting chart values by dragging data markers 


The worksheet containing the charted data values must be open before you do the 
following procedure. 


® 1 Hold down COMMAND and click the data marker on the chart. 


2 Drag the black handle in the direction you want to adjust the value. 


While you drag, a line appears on the y-axis to show the adjusted value of the 
data marker. You can drag only within the scale on the value axis. 
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Working with Series Formulas A series formula is displayed in the formula bar 
anytime you select a data series marker in the chart. The following illustration 
shows a chart and its source data in a worksheet. The series formula for the 
selected data series is displayed in the formula bar: 


Series formula for data series 1 (shown selected in chart) 
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Here's a closer look at the senes formula shown in the previous illustration: 


-SERIES(Sales!$B$5 Sales!$A$6:5AS9 Salesi$B36:3B39, 1) 


SERIES 
function 





Values 
argument 


Senes name 
argumem 


Category names 
argument 





Plot order argument 


The first element is a special SERIES function used to build the formula. Its use 
is limited to charts. 


A series formula consists of the SERIES function followed by its four argu- 
ments, each of which defines one aspect of the data series. The four arguments 
correspond to the parts of the Chart Edit Series dialog box. A series formula 
contains the following parts, in this sequence: 


» SERIES function Must be preceded by an equal sign and immediately 
followed by a left parenthesis to mark the beginning of the arguments. 


= Series name argument (Optional) When you use the series name argu- 
ment, it must be an external absolute reference to a single cell, or a name 
defined to be a single cell or a sequence of characters. The argument is 
immediately followed by a comma. The series name argument can also be 
text, enclosed in quotation marks (for example: “Mortgage”,). The series 
name argument provides the series name for a chart legend if you add one. 
This argument corresponds to the Name box in the Chart Edit Series dialog 
box. 


= Category names argument (Optional) Must be an external absolute 
reference to the worksheet name and cells that contain your category names, 
or x values in an xy (scatter) chart, followed by a comma. You can substitute 
a named range (unless the argument is for a multiple selection) or an array 
constant for the cell references. This argument corresponds to the X Labels 
box in the Chart Edit Series dialog box, 


The category names argument for the series that is plotted first (Plot Order |) 
determines the category names arguments for the rest of the series in the chart. 
If you change the category names in other series it will not affect the chart on 
the screen. To change the category names of an overlay chart, change the 
category names argument of the first series of the overlay chart. 

s Values argument Must be an external absolute reference to the worksheet 
name and the cells that contain your values, followed by a comma. You can 
substitute a named range (unless the argument is for a multiple selection) or 
an array constant for the cell references. The values argument refers to the y 
values in a 2-D chart and the z values in a 3-D chart. This argument corres- 
ponds to the Y Values box for 2-D charts or the Z Values box for 3-D charts 
in the Chart Edit Series dialog box. 
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a Plot order argument Must be an integer (1, 2, 3, ...), followed by a right 
parenthesis to mark the end of the formula. This argument delines the order 
(first, second, third, ...) in which the data series is plotted in the chart. The 
plot order argument corresponds to the Plot Order box in the Chart Edit Series 
dialog box. 


A series formula uses external absolute references to category names and values 
on a specific worksheet. An external absolute reference in a chart formula con- 
sists of the name of the source worksheet, followed by an exclamation point (!) 
and the absolute reference of the worksheet referred to. You can substitute ex- 
ternal references to named cells and ranges for absolute references. The same 
rules that apply to external references between linked worksheets apply to ex- 
ternal references between a chart and worksheet. For more information, see 
“Linking Documents” in Chapter 8. 


If you change a worksheet value that provides data in a chart, the series formula 
is recalculated and Microsoft Excel redraws the chart to reflect the change. 


If you shift an area of the worksheet in a particular direction by inserting a row or 
a column, your chart remains unaffected and the series formula updates automat- 
ically to the new ranges even if you don’t use names to identify the ranges in the 

series formula. 


When you want to delete a chart from a disk, you don’t have to quit Microsoft 
Excel. You can delete a chart file, or any other file on your disk, from within 
Microsoft Excel with the File Delete command. 


You cannot use the File Delete command to delete a Microsoft Excel document 
that has been protected with the File Save As command. 


You can also keep a chart document but remove the chart data, its formatting, 
or both by using the Edit Clear command. Then you can just add new data to 
existing formats, new formats to existing data, or an entirely new chart in the 
same chart document. 


If you embedded a chart on a worksheet with the chart tool, you can remove the 
chart from the worksheet by selecting the chart and choosing the Edit Clear 
command or pressing DELETE. 


For information on See 


Deleting data in a chart “Adding, Editing, and Deleting Chart Data” in the 
previous section 
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Online Heip also provides information on deleting a chart. To display online 
Help, choose the Window Help command. If you are using system software 
version 7.0 and the Help command does not appear on the Window menu. display 
Help by pointing to the Help menu icon and choosing the Microsoft Excel Help 
command. For information on a specific command, select the Commands topic. 
For information on using online Help, see “Using Help” in Chapter 1. 


sua Deleting a chart document 


The File Delete command cannot be reversed with the Edit Undo command. If 
you delete a document from your disk, you can't retrieve it. However, File Delete 
removes the document from the disk but not from memory. If you inadvertently 
delete a document that is open, you can save it on your disk again with the File 
Save As command, because the document is still in memory. 


Use the following procedure to delete a chart that has been saved as a separate 
chart document. 

To do this procedure, you must be using full menus. 

1 Choose File Delete. 

2 In the list, select the chart you want to delete. 


If the chart you want to delete is not listed, switch to the folder containing the 
chart by double-clicking the folder name in the list. For more information on 
changing drives and folders, see “More About Deleting a Chart,” later in this 
section. 


3 Choose the Delete button. 


Microsoft Excel asks for confirmation before deleting the chart. After you 
delete a chart, the File Delete dialog box remains on the screen so you can 
select and delete other charts. 





4 Toclose the dialog box, choose the Close button. 


nus Deleting an embedded chart 

Use the following procedure to remove a chart embedded on a worksheet. 
1 Open the worksheet containing the embedded chart. 

2 Click the embedded chart. 

3 Choose Edit Clear or press DELETE. 


Microsoft Excel removes the embedded chart from the worksheet. 
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mun Clearing a chart 


Use the following procedure when you want to clear the chart, clear the chart 
formats, or both. 


Select the entire chart in the chart window, 
2 Choose Edit Clear. 
3 Toclear both the chart data and its formats, select the All option. 
To clear the formats and keep the chart data, select the Formats option. 


To clear the chart data and keep the formats, select the Formulas option. 
4 Choose OK. 
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Changing Disk Drives or Folders When you first choose the File Delete 
command, Microsoft Excel displays the name of the current drive in the upper- 
right corner of the File Delete dialog box and the name of the current folder in a 
box at the top of the dialog box. The folders and files in the current folder are 
listed in a box below the name of the current folder. To delete a chart in a folder 
in the current folder, double-click the folder name in the list. The folders and files 
in the folder you double-clicked are then listed in the box. To delete a chart ina 
higher-level folder above the current folder, point to the current folder name at 
the top of the dialog box and drag down to select the folder you want. To delete a 
worksheet on another drive, choose the Drive button (or the Desktop button, if 
you are using system software version 7.0). 
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Formatting a Chart 


Microsoft Excel gives you almost unlimited control over the : \ 
oF _ appearance of your charts by letting you specify ee ai 
content details. For example, you can control the color, Pe em, = 
grouping of the data markers, the scale and appearance oo 
whether or not gridlines or a legend appears in the chart. You cé 
place text or arrows anywhere on your chart to emphasize pie 
information. And you can create custom data markers to produce 
charts that carry considerable impact in a presentation or report. 





NOTE Unless otherwise noted, all information and procedures 
for working with worksheets also apply to macro sheets. 
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Adding, Deleting, and Formatting a Legend 


Ee ‘ 

A levend provides a guide to the data series markers in much the ome 2 qn 

roadmap legend provides a guide to the colors and symbols used pe : onl -. ] 

legend includes each pattern or symbol used _ — — ni he: wn i 
series name. If there is only 

lowed by the corresponding data series na nly ag 

the chart, the legend shows the names of the categories within oe viet et 

the chart is a picture chart (a chart using pasted graphic pn baoapeee y= a 

normal Microsoft Excel data markers). the legend shows miniature 

the pictures. 
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The text printed in the legend is taken directly from the worksheet cells contain 6 
ing the data series names or category names. To change the legend text, edit the 
worksheet cells containing the data series or category names; you can also change ™% 
the legend text by editing the series formula for each chart data series. For more 
information, see “Adding, Editing, and Deleting Chart Data” in Chapter 12. 


The following tlustration shows a legend after it has been moved and formatted; 7 





The legend area is formatted 
Quarter | Quarter 2 Quarter 3 Quarts with a patter. 
The legend border is 
formatted with a pattern 
and a shadow. 
The legend has been moved The legend text font is 
to the bottom of the chart. formatted with italic. 


Online Help also provides information on adding, deleting, and formatting a 
legend. To display online Help, choose the Window Help command. If you are 
using system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


lf you are formatting a chart that was embedded on a worksheet or macro sheet 
with the chart tool, you must open the chart before performing the procedures in 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move it, size it, and close it as you would any 
document window. You can also activate it from the Window menu. For more 
information, see “Opening an Existing Chart” in Chapter 12. 


Adding and Deleting a Legend 


To add a legend, you use the Chart Add Legend command. Once you add a 


legend, the command changes to Chart Delete Legend. To delete a legend, you 
use the Chart Delete Legend command. 
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sau Adding a legend 
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To add a legend, the chart window must be act 
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Selecting a Legend 


When you first add a legend, Microsoft Excel automatically ~~ saeco 
en “age ‘a ‘ »diately format it. However, each ume you wan nel ca ae 
praise cae get must first select it. You can select the legend scan 6a wie tht 
eo oc tae eau When selecting In a Ch eo cjcss caus as data 
‘ s: =e > Ww ‘ 
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miu Selecting a legend 
Pm Click the legend. 


is selected. 
> Press the UP ARROW OF DOWN ARROW key until the legend 1s 





Moving a Leg me “she legend by either selecting a new position wien 
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If you drag the legend to some positions, Microsoft Excel cannot move the rest of 4 
the chart out of the way, so your legend may overlap other parts of the char. As 
you move the legend with the mouse, Microsoft Excel may display a vertical or 


horizontal bar along an edge of the window. This indicates that the chart will be 
moved to accommodate the legend. 








sun Positioning the legend with the mouse 
P Drag the chart legend to the new position. 


su Positioning the legend with the Format Legend command 
1 Select the legend. 










Choose Format Legend. 





Select the option for the legend position you want. 





2 
3 
4 






To open the Format Patterns dialog box so you can format the legend box area 
and border, choose the Patterns button; then select the options you want. 






To open the Format Font dialog box so you can format the font of the legend 
text, choose the Font button; then select the options you want. 






5 To apply all your changes and close the dialog box, choose OK. 


Formatting the Legend Box 


With the Format Patterns command, you can control the style, color, and weight 


of the border line around the legend, and the pattern, foreground color, and 
background color used within the area of the legend box. 


sau Formatting the border and area of the legend box 
1 


Select the legend and choose Format Patterns, or double-click the legend. 
NM B 


2 Select the border and area options you want. 


g ” 
Under Sample, Microsoft Excel shows you what the new formatting will look aa 
like. H you want Microsolt Hacel to select the border or area options for you, 
select the Automatic option under Border or Area. 


To open the Format Font dialog box so you can format the font of the legend 
text, choose the Font button; then select the options you want. 


To open the Format Legend dialog box so you can reposition the legend, 
choose the Legend button; then select the options you want. 


To apply all your changes and close the dialog box, choose OK. 






NOTE 


sua Formatting the legend text 


{ 
2 
3 


Select the legend. 
Choose Format Font. | 
t Excel 
In the Font box, select the font you want. Under Sample, Microso 
shows you what the new formatting looks like. ro es 
: | : 
To list only the fonts that are installed for ‘aed ee aie pleats 
Fonts check box. To list only the screen display fonts, 
Fonts check box. | neers 
If the font you want Is not listed, type the font name mM the box be 


box. 


4 Inthe Size box, select the font size you want. 


i ize | low the Size 
if the font size you want is not listed, type the size in the box be 


box. 


ant them. 
5 Under Style, turn on oF turn off the styles to set the styles as you W 


In the Color list, select a color. 


ic option. 
To set the color to the system font color, select the Automatic Op 


i xt toa ‘ 
7 Under Background, select how you want the area behind the te ppear 


ttern behind 

To leave the area behind the text transparent so you can see the pa 
selec ansparent option. 
the text, select the Transpa ) 
und color 
To remove the pattern from behind the text, but to leave the foregro 
( é 
behind the text unchanged, select the White Out option ee 
i u, selec 

To have Microsoft Excel select the background option for yo 
Automatic option. 


Se t the border and area 
cormat Patterns dialog box so you can forma 
T “n the Format Patterns dia ) Se 
, of ne tegen box, choose the Patterns button; then select the op y 

want. " 

i n the legend, 
‘To open the Format Legend dialog box 80 ae can aero 4 
choose the Legend button, then select the options y 


9 To apply all your changes and close the dialog box, choose OK. 


t the legend 
You can also use the bold and italic buttons on the tool bar to forma eg 
text. 
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The following illustration shows the axes on a 3-D column chart: 


Z-auis (value axis) 


$120,000 
$100,000 
$80,000 
$60,000 
$40,000 
$20,000 
$0 


Ist Quarter 
2nd Quarter 
3rd Quarter 
4th Quarter 


X-axis (Category axis) Y-axis (data series axis) 


You can control whether chart axes appear on the main chart and on an overlay 
chart. Overlay chart data can be plotted against a separate x-axis and y-axis or 
against the same x-axis and y-axis as the main chart. Thus, in a chart with an 
overlay chart, you can have up to four axes. 


With the Format menu commands, you can control the appearance of the axes 
themselves and the tick mark labels. For example you can determine at what 
value the axes intersect, how many categories are between x-axis tick mark labels 
and tick marks, and where the y-axis scale begins and ends. You can also change 
the color or pattern used for the axis lines and the font used for the tick mark 
labels. 
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“Adding, Deleting, and Formatting Text” later in this 





NOTE 


Online Help also provides information on adding, deleting, and formatting axes. 
To display online Help, choose the Window Help command. If you are using 
system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


lf you are formatting a chart that was embedded on a worksheet or macro sheet 
with the chart tool, you must open the chart before performing the procedures in 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move it, size it, and close it as you would any 
document window. You can also activate it from the Window menu. For more 
information, see “Opening an Existing Chart” in Chapter 12. 


Adding and Deleting Axes 


You can control whether or not main chart or overlay chart axes are displayed 
with the Chart Axes command. 


aut’ Adding and deleting chart axes 
1 Choose Chart Axes. 


2 Turn on the check boxes for the axes you want to display. Turn off the check 


boxes for the axes you don’t want to display. 


If there is an overlay chart, separate options are included for displaying the 
overlay chart axes. 


3 Choose OK. 


Selecting Axes 


You can select an axis with either the mouse or the keyboard. When selecting ina 
chart with the keyboard, you use the UP ARROW or DOWN ARROW key to move 
between classes of objects (such as data series, axes, text, and so on), and use the 
LEFT ARROW or RIGHT ARROW key to move between items within a class, such as 
between each of the axes on the chart. For a list of classes, see “More About 
Adding, Deleting, and Formatting a Legend,” earlier in this chapter. When you 
select an axis, it is marked with white selection squares at either end of the axis. 


mut ~~ Selecting chart axes 


P Click the axis line or tick mark labels. 
Make sure you don’t click inside the axis line or you may select the plot area, 
gridlines, or a data marker. 

1 Press the UP ARROW or DOWN ARROW key until one of the axes is selected. 

2 


If the correct axis is not selected, press the LEFT ARROW or RIGHT ARROW key 
until the axis you want ts selected. 
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formatting. The following lis =| eee ; 
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: . atego 
The following list describes the options available _— eames agi 

. Se : : at Scale. On most charts, the 

axis (x-axis) and choose Forma er -~ scatter 
horizontal axis. On bar charts, the category axis is vertical. On ond iia a 
chart the x-axis is not used as a category axis but Is ni ra Zs ou choose the 
sO Microsoft Excel displays the options for a value axis when y 
Format Scale command with the x-axis selected. 


s Value (Y) Axis Crosses At Category Number : sm = ge the 
category at which you want the value axis to cross the caleg ry 
option ts not available for 3-D charts. | alte 
=s Number Of Categories Between Tick Labels — ch —. . . 
you want labeled. For example, an entry of 1 displays the la ah 
category, an entry of 2 displays a label for every other category, 
displays a label for every third category, and so on. | ad 
= Number Of Categories Between Tick Marks Specifies the num 


to appear between tick marks. For example, an entry of 2 
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= Value (Y) Axis Crosses Between Categories For a 2-D chart, controls 
whether the value axis is displayed at the edge of the category indicated in the 
Value (Y) Axis Crosses At Category Number box or in the middle of the 
category. For 2-D charts and 3-D line and area charts, this option controls 
whether data 1s plotted at the tick marks or between tick marks. When this 
option is turned on, data markers are plotted between the tick marks and 
gridlines, and the tick marks and gridlines appear at the edges of the cate- 
gories. When this option is tumed off, data markers are plotted at the tick 
mark positions and the category axis gridlines cross through the center of a 
category. This option changes to Value (Z) Axis Crosses Between Categories 
when the active chart is a 3-D chart. 

a Categories In Reverse Order Reverses the displayed order of the cate- 
gories and the data within a category. This does not reverse the plot order of 
the data or the categories but just displays them in reverse order. 


a Value (Y) Axis Crosses At Maximum Category (2-D charts only) Dis- 


plays the value axis at the last plotted category. This option overrides the 
Value (Y) Axis Crosses At Category Number option. 


The following list describes the options available when you select the value axis 
and choose Format Scale. On most charts, the value axis is the y-axis and is the 
vertical axis. On bar charts, the value axis is horizontal. On all 3-D charts, the 
value axis is the vertical z-axis. On xy (scatter) charts, the x-axis is also a value 
uxis so Microsolt Excel displays the value axis options described in the following 
list when you choose the Format Scale command with the x-axis selected. The 
first five options shown in the following list can be set to automatic by turning on 
the Auto check box next to the option. The result of turning on the Auto check 
box for an option is described in the list. 


es Minimum = Specifies the smatiest data value you want displayed on the 


chart, Values below the number you specify are not shown on the chart, 
wlthough the source dation the worksheet is not affected. TH eyou turn on the 
Auto cheek box for this option, Microsoft Paced diapliya all vali, 


Sepree TD deca Chios Delprtiesat elitr werbines yore vent elbapelyeted cone thie 
chart, Values above the number you specily are vot shown oo the chart, 
although the source data on the workslicet is not affected. If you turn on the 
Auto check box for this option, Microsoft Excel displays all values. 


Specifies the increment between major tick marks. If you turn 
on the Auto check box for this option, Microsoft Excel calculates the incre- 
ment based on the range of values plotted in the chart and the current size of 


the chart and, if you size the chart, Microsoft Excel automatically adjusts the 
scale. 
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The following list describes the options available when you select the data series 

axis on a 3-D chart and choose Format Scale. The data series axis appears only on 

3-D charts that are plotted with three axes. In a 3-D chart, the data series axis Is 

the y-axis and the value axis Is the Z-axis. 

=s Number Of Series Between Tick Labels — Specifies which series you want 
labeled. For example, an entry of | displays a label for every series, an entry 
of 2 displays a label for every other series, an entry of 3 displays a label for 
every third series, and so on. 

= Number Of Series Between Tick Marks Specifies the number of series 
you want to appear between tick marks. For example, an entry of 2 displays a 
tick mark for the first and third series, but not the second series. 

= Series in Reverse Order Reverses the displayed order of the series. This 
does not reverse the plot order of the series but just displays them in reverse 


order, 
su“ Formatting the axis scale 
1) Select the axis you want to format. 


2 Choose borat Seale, 
3 Enter values or turn on or turn off check boxes to achieve the scale format you 
want. 


4 To open the Format Patterns dialog box so you can format the axis line, the 
tick marks. or location of the tick mark labels, choose the Patterns button, 
then select the options you want. 

To open the Format Font dialog box so you can format the font of the tick 
mark labels. choose the Font button; then select the options you want. 


To open the Format Text dialog box so you can format the orientation of the 
tick mark labels, choose the Text button; then select the options you want. 


5 To apply all your changes and close the dialog box, choose OK. 


Formatting the Axis, Tick Mark Labels, and Tick Mark 
Appearance 

You can control the appearance of the axis lines, tick marks, and position of the 
tick labels with the Format Patterns command. 

You can also change the font used for the tick mark labels with the Format Font 
command. The number format and the content of the tick mark labels is taken 


from the worksheet, so you must edit the worksheet cells to change the tick mark 
label contents or the number format of numbers used as tick mark labels. 
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4 In the Size box, select the font size you want. 
If the size ts not listed, type the size in the box below the Size box. 
Under Style, turn on or turn off the styles to set the styles as you want them. 
In the Color list, select a color. 
To set the color to the system font color, select the Automatic option. 
7 Under Background, select how you want the area behind the text to appear. 


To leave the area behind the text transparent so you can see the pattern behind 
the text, select the Transparent option. 


To remove the pattern from behind the text but to leave the foreground color 
behind the text unchanged, select the White Out option. 


To have Microsoft Excel select the background option for you, select the 
Automatic option. 


8 To open the Format Patterns dialog box so you can format the axis line, the 
tick marks, or location of the tick mark labels, choose the Patterns button, 
then select the options you want. 


To open the Format Text dialog box so you can format the orientation of the 
lick mark labels, choose the Text button; then select the options you want. 


To open the Format Scale dialog box so you can format the axis scale, choose 
the Scale button; then select the options you want. 


9 To apply all your changes and close the dialog box, choose OK. 


You can also use the bold and italic buttons on the tool bar to format the text for 
the selected axis. 


sus’ Formatting the tick mark label orientation 

1 Select the axis whose tick mark labels you want to format. 
2 Choose Format Text. 

3. Under Orientation, select the text orientation you want. 


4 To open the Format Patterns dialog box so you can format the axis line, the 
tick marks, or location of the tick mark labels, choose the Patterns button, 
then select the options you want. 


To open the Format Font dialog box so you can format the font of the ck 
mark labels, choose the Font button; then select the options you want. 


To open the Format Scale dialog box so you can format the axis scale, choose 
the Scale button; then select the options you want. 


S To apply all your changes and close the dialog box, choose OK. 
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Online Help also provides information on adding, deleting, and formatting 
gridlines. To display online Help, choose the Window Help command. If you are 
using system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


lf you are formatting a chart that was embedded on a worksheet or macro sheet 
with the chart tool, you must open the chart before performing the procedures in 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move it, size it, and close it as you would any 
document window. You can also activate it from the Window menu. For more 
information, see “Opening an Existing Chart” in Chapter 12. 


aun Adding and deleting gridlines 


You wdhbor delete potdiines with the Chiact Gitdlines commun, Phe cylin the 
Chart Gridlines dialog box vary depending on whether the active chart Is a 2-D 
chart or a 3-D chart. 

1 Choose Chart Gridlines. 


2 Turn on the check boxes for the gridlines you want displayed. Turn off the 


check boxes for gridlines you don’t want displayed. 
3 Choose OK. 


aus Selecting gridlines 


You can select gridlines with either the mouse or the keyboard. When selecting in 
a chart with the keyboard, you use the UP ARROW or DOWN ARROW key to move 
between classes of items (such as data series, axes, text, and so on), and use the 
LET ARROW or RIGHT ARROW key to move between items within a class, such 

as between major and minor gridlines. For a list of classes, see “More About 
Adding, Deleting, and Formatting a Legend,” earlier in this chapter. When you 
select a gridline, it is marked with white selection squares at either end of the 
gridline. You need to select only one major or minor gridline for an axis to select 
all the major or minor gridlines for that axis. 


P Click the gridline. 
Press the UP ARROW or DOWN ARROW key until one of the gridlines is 
selected. 


If the correct type of gridline is not selected, press the LEFT ARROW or RIGHT 
ARROW key until the type of gridline you want is selected. 


Adding, Deleting, and Formatting a Chart Arrow 


; 469 
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lf you are formatting a chart that was embedded on a worksheet or macro sheet 
with the chart tool, you must open the chart before performing the procedures in 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move it, size it, and close it as you would any 


document window. You can also activate it from the Window menu. For more 
information, see “Opening an Exigting Chart" in Chapter 12. 


Adding a Chart Arrow 


To add a chart arrow, you use the Chart Add Arrow command. 


aun Adding a chart arrow 


To add a chart arrow, the chart window must be active, and no existing arrow 
should be selected. 


> Choose Chart Add Arrow. 


Microsoft Excel inserts an arrow in the chart. You can move or size the arrow as 
you want. 


Selecting a Chart Arrow 


When you first add an arrow, Microsoft Excel automatically selects it for you so 
you can immediately format it. However, each time you want to format the arrow 
later, you must first select it. You can select the arrow with either the mouse for 
the keyboard. When selecting in a chart with the keyboard, you use the UP ARROW 
or DOWN ARROW key to move between classes of items (such as data series, axes, 
text, and so on), and use the LEFT ARROW or RIGHT ARROW key to move between 
items within a class, such as between different arrows. For a list of classes, see 
“More About Adding, Deleting, and Formatting a Legend,” earlier in this chapter. 
aus Selecting a chart arrow 


P Click the arrow. 


1 Press the UP ARROW or DOWN ARROW key until an arrow is selected. 


2 If the correct arrow is not selected, press the LEFT ARROW or RIGHT ARROW 
key until the arrow you want is selected. 


Deleting a Chart Arrow 


To delete an arrow, you must first select it. When an arrow is selected, the Chart 
Add Arrow command changes to the Chart Delete Arrow command. 


aus Deleting a chart arrow 
1 Select the arrow you want to delete. 


2 Choose Chart Delete Arrow. 


® 


© 





Moving or Sizing 4 mat nn by dragging the arrow to a new a 
-an change the position and size 0 the arro Format : ‘ 
aianae i ‘eae with the mouse or by choosing the Format Move or 


Size commands. 


nant Moving a chart arrow 
> Drag the arrow shaft to the position you want. | 





1 Select the arrow you want to Move. 

Choose Format Move. 
ow keys until the arrow 1s where yO 
maller increments, hold down CTRL 


u want it. 


a ARR 
3 Press the ra 


To move the arrow ins 
ARROW key. 


4 Press ENTER. 
Sizing a chart arrow and changing its direction 


arrow whose size Or direction you want to change. a 
size you want and pointing In the 


at 

1 Select the 

2 Drag the handles until the arrow is the 
direction you want. 


; ae — 
1 Select the arrow whose size OF direction you want to chang 


Choose Format Size. 


1 ‘ inting in the 
e ARROW keys until the arrow Is the size you want and pointing 


Press th 
direction you want, 





é ress an ARROW 
To size the arrow 1n smaller increments, hold down CTRL and p 


key. 
4 Press ENTER 


Formatting a Chart Arrow 


and line weight of th 
owhead by using the Format Patterns Cc 


e arrow shaft as well as the 


You can control the style, color, ommand. 


style, width, and length of the arr 


sun Formatting the arrow shaft and arrowhead 


100se the Format Patterns command, or double-click 


1 Select the arrow and cl 
the arrow. | 
2 Under Line, select the style, color, and weight 0 
shaft. 
Under Sample, Microsoft 
like. If you want Microso 
Automatic option. 


ptions you want for the arrow 


w formatting will look 


what the ne 
Excel shows you ae a ae i 


ft Excel to select these option 
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3 Und , 
er Arrow Head, selec 
_ select the style, w , 
soeiiisitieanall: style, width, and length options for the 


4 To: 
0 apply your changes and close the dialog box, choose OK 


Adding, Deleting, and Formatting Text 


When you c 
you create a chart, Microsof 

art, Microsoft Excel i ati 
chart, such as tick mark automatically adds so 
schiiies ees mark labels along the axes. re you dnener’ “5 to the 
psf ie o a chart to make the chart easier to te see esa 
size certain information. understand oF to empue- 


You can add two types of text to i 

sshaeicaibieien ethene aa | » a chart—attached text and unattac 
Sect kg pr ge ‘e . chart object, such as a data ee wanes ; 

be placed anywhere on ‘i — gee enpesiaionse separately. Unattached ane 
se aap tre os uart. Adding unattached text is useful for creati can 
chart, s, or for use with chart arrows to emphasize deat aie 


Instead of | 
: ‘ ypinp the text in iI 
F w chart. you can also |i > 

tached text Lo . you can also link cither attac 

a worksheet ce er attache ai 
always reflects fe eer cell. The text is then taken from the a os — 
leper 8 uny changes made to the worksheet cell. The t sheet cell and 

extare exnmples of linked tev . The tick mark labels and 


The lollow 
ing ibustr : ; 
denctietines ew arcane shows examples of attached and unattached te , 
and subtitle are unattached text. Th yea rd text, The 
text. . The remaining text is attached 


Descriptive text Subtitle 


Unattached 
tons Chan title 


900 

800 

~ Data marker 

label 

500 

400 

300 

200 

100 
0 


WB Series! 


C) Series2 





Yalue (¥) Axis Lebel 


Category | Category 2 Category 3 


Category (X) Axis Label Ci 
alegory axis 
labe! 


| Category label (comes from source worksheet) 
Tick mark label (comes from source worksheet) 
Value axis label 
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A 


See 
“Adding, Deleting, and Formatting a Legend” 


earlier in this chapter 


Adding, Deleting, and Formatting 
preceding In this chapter 


For information on 
Editing legend text 


Adding arrows to create pointers a Chart Arrow” 
from text to chart elements 


Online Help also provides information on adding, deleting, and formatting text. 
To display online Help, choose the Window Help command. If you are using 
system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 


Chapter |. 

that was embedded on a worksheet or macro sheet 
hart before performing the procedures In 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move it, size it, and close it as you would any 
document window. You can also activate it from the Window menu. For more 
information, See “Opening an Existing Chart’ in Chapter 12. 


Adding Chart Text 


ached text with the Chant Attuch ‘Tear command, You an attach a 
ra data marker label showing the value of a 
typing when no other text 


lf you are formatting a chart 
with the chart tool, you must open the c 


You add att 
chart title, an axis label for any axis, 0 
particular data marker. You add unattached text just by 


is selected. 
You can distinguish between attached and unattached text by selecting the text. 
When you select attached text, Microsoft Excel surrounds the text with white 

selection squares. The white squares indicate that the text cannot be moved or 


sized. When you select unattached text, Microsoft Excel surrounds the text with 
black selection handles that you can drag to move and resize the text. 


su Adding attached text 

attach text to a4 data ma 
down COMMAND and clicking the mar 
ARROW or DOWN ARROW key to select th 
marker, and then the LEFT ARROW OF RIG 


Choose Chart Attach Text. 


rker, select the data marker by holding 
ker. With the keyboard, use the UP 
e data series containing the data 
HT ARROW key to select the marker. 


1 If you want to 


orresponds to the part of the chart to which you want to 


he Series And Data Point option, type the data series 
Jot number in the Series Number and Point 


Select the option that ¢ 
add text. If you select t 
plot number and data point p 
Number boxes. 
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If you selected a data marker in step |, Microsoft Excel automatically displays 
the numbers for the currently selected data marker in these boxes. For an area 
chart, you can enter only the data series number to label the entire series. 


4 Choose OK 


Microsoft Excel adds default text in the appropriate chart location and 
surrounds the text with white selection squares. 


5 Type the text you want to appear. The text appears in the formula bar. You 
can edit the text in the formula bar, just as you would edit text for a worksheet 
cell. 

To insert a line break tn the text, press COMMAND+OPTION+ENTER. 


6 Click the enter box or press ENTER. 


aust Adding unattached text 

To add unattached text, you just type the text while no other text is selected. 
1 Make sure no other text in the chart is selected. 

2 Type the text you want. 


The text appears in the formula bar. You can edit the text in the formula bar, 
just as you would edit text for a worksheet cell. 


To insert a line break in the text, press COMMAND+OPTION+ENTER. 
3. Click the enter box or press ENTER. 


Microsoft Excel places the text on the chart and surrounds the text with black 
selection handles indicating that you can move and size the text. 


Selecting Chart Text 


When you first create chart text, Microsoft Excel automatically selects that text 
for you so you can immediately edit or format it. However, each time you want to 
edit or format the text later, you must first select it. You can select text with either 
the mouse or the keyboard. When selecting in a chart with the keyboard, you use 
the UP ARROW or DOWN ARROW key to move between classes of objects (such as 
data series, axes, text, and so on), and use the LEFT ARROW or RIGHT ARROW key 
to move between items within a class, such as between different pieces of text. 
For a list of classes, see “More About Adding, Deleting, and Formatting a 
Legend,” earlier in this chapter. When you select attached text, Microsoft Excel 
surrounds it with white selection squares. When you select unattached text, 
Microsoft Excel surrounds it with black selection squares. 
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sua Selecting chart text 
© Pm Click the text. 


a piece of is selected. 
© 1 Press the UP ARROW of DOWN ARROW key until a piece of text 1s ‘ 
jHT ARROW key 
2 If the correct text Is nol selected, press the LEFT ARROW OF RIGH 


until the text you want ts selected. 





Deleting Chart Text 


t select the text you 
eleting attached or unattached text, you must first select th y 


Before d 
want to delete. 


sua Deleting chart text 

1 Select the text. 

2 Press DELETE. 

3 Click the enter box or press ENTER. 


Linking Chart Text to a Worksheet Cell eam 
You can link any attached or unattached chart text to a Scent nie . 
the oe or value displayed in the worksheet <n You ee rte es. “ 

; Wi > chi *flect changes ma 
i always want the chart text to ref de Ree 
he enanaai. you must edit the worksheet cell linked to the chart text 

format linked text, you must format the text on the chart. 


( « 


art. F s when creat- 
worksheet instead of typing the text on the chart. Follow these rule 


ing the reference formula: 

The source worksheet must be open W 
e worksheet may be a name 
le cell. If the reference 1s 





hen you create the formula. 


defined on the work- 
a name, the name must 


e 

ws The reference to the source 
sheet or a reference to a sing 
refer to only one cell. 


ins spaces start with a 
e of the source worksheet contains spaces, does not sla oa 
rosoft Excel uses as operators or a 


as $, you must enclose the worksheet 
see “Naming 


s Ifthe nam | ‘ 
letter, or contains symbols that Mic 


other meaning to in formulas, such as >, " cece fli 
name in single quotation marks. For information oO 

Cells and Formulas” in Chapter 6. 

The reference formula must start with an eq 
the source worksheet and an exclamation po 
or name following the exclamation point. 


s formatted the way you 
does not change the fo 


ual sign, followed by the name of 
int (1). You type the cell reference 


want. Changing the format 


s Make sure the chart text! rmatting of the chart text. 


of the text on the worksheet 
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The following illustration shows an example of linked chart text: 


This formula. 








links the chart text with 
this worksheet cell 


@ file gait Géliery Chart formal Macro Window 


——————— 


‘<= (+e Kal3) (=) (wiz) (lela) 
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=... = : Combined Yples Worksheet '$A$ 1 
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The syntax of the formula shown in the illustration is as follows: 


-‘Combined Sales Worksheet'!$A$ 1 


Absolute reference to 
worksheet cell 


External reference to worksheet name 


su Linking text to a worksheet cell 
1 Select the text on the chart. 
2 Type an equal sign. 
Microsoft Excel clears any existing text from the formula bar 


You can also type the reference to the worksheet cell 


4 Click the enter box or press ENTER. 


Adding, Deleting, and Formatting Text 
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Editing Attached and Unattached Chart Text 
text in the formula bar using the same 


You edit attached and unattached chart 
ksheet cells. For information on editing in | 


techniques that you use for editing Wor 
the formula bar, see “Editing Worksheet Data” in Chapter 3. 


sua Editing chart text 


1 Select the text. 





If the text ts linked to a worksheet, activate the worksheet and select the 


linked cell. 


9 Activate the formula bar by clicking the formula bar or pressing 


COMMAND+U. 
if you don’t activate the formula bar, all the ex 
replaced with the new text you type. 


isting text is automatically 


3 Edit the text in the formula bar using the same techniques you use for editing 


worksheet cells. 


4 Click the enter box or press ENTER. 


Formatting Chart Text 


You can change the chart text font, alignment, and orie 
change the pattem and color of the text area and the col 
the border around the text. Microsoft Excel automatically 


and axis labels as bold. 


Formatting the chart text font 
or a selected piece of text or you ¢ 


ntation. You can also 
or, weight, and style for 
formats the chart title 


ii 
You can change the font f 
all text in a chart. 


an change the font for 





4 To format all text in the chart, select the chart by choosing the Chart Select 
Chart command. 


ta single piece of attached or unattached text, select the text. 


To forma 
To format tick mark labels for an axis, select the axis. 


2 Choose Format Font. 


3 In the Font box, select the font you want. Under Sample, Microsoft Excel 


shows you what the new formatting looks like. 


pe the font name in the box below the Font 


If the font you want ts not listed, ly 
box. 
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4 Inthe Size box, select the font size you want. 


If the font size you want is not listed, type the size in the box below the Size 


box. 
a wv style 
nder Style, turn on or turn off the styles to set the styles as you want them 
6 Inthe Color list, select a color. | 


To set the color to the system font color, select the Automatic option 
f U ackg : | 
nder Background, select how you want the area behind the text to appear 


To leave the ares 
area behind the text transpé 
sparent so you can see the pé 
the text, select the Transparent option. — 


be = an existing pattern from behind the text, but to leave the 
reground color behind the text unchanged, select the White Out option 


To have Microsoft E 
soft Excel select the backg 
: rou =e 
Automatic option. ground option for you, select the 


8 To ‘orm 
pen the Fo at Text dialog box so you can format the alignment and 
ation of the text, choose the Text button; then select the options you 


wan © : 
t. The Text button is not available if you selected the entire chart in step | 


Too 3 ot Pi ai 
pe ie the a Patterns dialog box so you can format the text border and 
, choose the Patterns button; then select the options you want 


9 To apply all of your changes and close the dialog box, choose OK 


NOTE  Youcan also use the bold, italic, and—for attached and unattached 


text—alignment tools on the tool bar to format the selected chart text 


mun Formatting chart text alignment and orientation 


zg 
‘ 
‘ 


Under Horizontal, select the horizontal alignment you want 


8 If the selected text is alt 


9 To open the Format Patterns dialog box so you can format 


10 To apply all your changes and 





Adding, Deleting, and Formatting Text 


°@. 


ment you want. 


Under Vertical, select the vertical align 


To rotate the text to a different orientation, select the orientation you want 


under Onentation. 
For unattached text, tum on the Automatic Size check box if you want the text 
border to adjust automatically to fit the text. Once you size the text border 
yourself, Automatic Size is turned off. If you want the text border size to 
remain fixed until you change it, turn off the Automatic Size check box. 


To restore attached text to the default text entered by Microsoft Excel when 
dded the text, turn on the Automatic Text box. 
ached to a data marker, turn on the Show Value check 


e the text with the data marker’s value. Or turn on the Show Key 
d by the data marker or series next to the 


you first a 


box to replac 
check box to display the pattem use 


data marker text. 
the text box border 


and fill, choose the Patterns button; then select the options you want. 


To open the Format Font dialog box so you can format the font of the text, 
choose the Font button, then select the options you want. 
close the dialog box, choose OK. 


iu Formatting text borders and area patterns 


You can format the style, color and weight of the text border, as well as add a 
shadow to the right and below the border. You can also select a variety of pat- 
terns and colors to use for the text area. The text is always placed in front of the 
area pattern so it is always visible. 


1 Select the text and choose the Format Patterns command, or double-click the 


lent 

2 Selvet the border and area options you Want, 
Under Sample, Microsoft Excel shows you what the new formatting looks 
like. If you want Microsoft Excel to select the border or area options for you, 
select the Automatic option under Border or Area. 


3 To open the Format Font dialog box so you can format the font of the text, 


choose the Font button, then select the options you want. 


To open the Format Text dialog box so you can format the alignment and 
orientation of the text, choose the Text button; then select the options you 


want. 


4 To apply all of your changes and close the dialog box, choose OK. 
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Formatting Chart Data Markers 
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Border weight is a wide line 


Border and area are patterned. 





Yl 


Quarter 3 Querter 


oS 


Gap width is 100% 
Overlap Is -25%. 


You forms al i 
rmat the main chart data series markers separately from overlay chart data 


series markers; however, the si , 
we , the same form eal 
diate. rmatting options are available for both 







NOTE 


®g > To select all of the markers in a series, click any marker in the series. 
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Before custom formatting data series markers, yOU should use the Gallery menu 
commands to select the chart format that most closely resembles the chart you 
want to create. If you apply custom formats with the Format menu commands, 
some ot these formats will be overridden if you then choose a different Gallery 


command option 


For information on See = 7 


Adding an overlay chart “Creating an Overlay Chart” in Chapter 1 1 


Online Help also provides information on formatting chart data markers. To 
display online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
mein, chaplay Help by pernting to the Help menu icon and choosing the 
Microsolt baxcel Help ormand bor tnfornation oni apecifle command, sclect 
nformation on using online Help, see “Using Help” in 


» ; 


the Commands topic. Fort 
Chapter |. 


“a8 


. ener 


If you are formatting a chart that was embedded on a worksheet or macro sheet bie 
with the chart tool, you must open the chart before performing the procedures in F 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move It, size it, and close it aS you would any 
document window. You can also activate it from the Window menu. For more 
information, see “Opening an Existing Chart” in Chapter 12. 


Selecting Data Markers 


To format chart data series markers, you must select them first. 


su Selecting data markers 





To select a single marker, hold down COMMAND and click the marker. 


P To select all of the markers in a series, press the UP ARROW or DOWN ARROW 
key to move through the chart items until the data series is selected. 


ARROW or DOWN ARROW key to select 


To select a single marker, press the UP 
ARROW or RIGHT 


the series containing the marker, and then press the LEFT 
ARROW key to select the marker you want. 
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Formatting Marker Arrangement and Spacing 


Using the Format Main Chart and Format Overlay commands, you can arrange 
the main chart or the overlay chart data markers in the formats shown tn the 
following table. Only those formats that apply to the selected chart type are 
available in the dialog box, and the available formats are shown in the dialog 


box in the selected chart type. The formats shown in the following table are 
for a column chart. 


Format rv ; Description = =z : es... ee 
Side by side 








Places each data marker within a category adjacent to the other 
data markers within the same category. You can set gap and 
overlap to any valid value. 





Stacked 


Measures the first series marker within a category starting from 
the x-axis, as usual, and then measures the value for the second 
series marker in that category from the top of the first series mark- 


er, the third series marker from the top of the second marker, and 
so on. 





Stacked 100% 


Stacks the values within a category the same as for a stacked 
format, but the values in each category are shown as percentages 
of the sum of all data points in the category, and add up to 100%. 
The actual values that the series represent do not appear on the 


chart, but the series themselves are not permanently altered by 
choosing this format. 


For 3-D area, column, and line charts only. Plots the data series 
along the y-axis so each data series is in its own row. 





sua Formatting data marker layout 
To do the following procedure, you must be using full menus. 
1 


To format the data markers on the main chart, choose Format Main Chart. 


To format the data markers on the overlay chart, choose Format Overlay. 
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‘ 


. 


hi r ions are 
2 Select the options you want lo apply to your chart. The dialog box option 


explained in the following table. Only those options that apply to the selected 
chart type are available in the dialog box. 


3 Choose OK. 


To Dothis eS 
in the Main Chart Type box or Overlay 
— Chart Type box, select the chart type 
you want. Microsoft Excel retains any 
appropriate custom formats that you 
have already applied. 


View, select the 
ker arrangement Under Data ; 
ore ’ arrangement you want from the 
available formats. 


Change the overlap of bar chart or in the Overlap box, type 4 etapa” 
column chart markers within a category value of overlap (do not inclu e the % 
juster sign). The number you type is a per- 

oe centage of the bar or column marker 
width. 

Change the distance between category Inthe Gap Width box, type a tte el 

clusters of bar chart or column chart age value. The number you type A 

markers percentage of the bar or column marker 
width. 

Show each data marker In a different Turn on the Vary By Categories check 


color pattern (only if the chart contains BOX. 

only one data series) | 

Add drop lines that extend from the Turn on the Drop Lines check box. 
highest value in each category to the 

x-axis (line and area charts only) | 

Add hi-lo lines that extend from the Turn on the Hi-Lo Lines check box. 
highest to lowest value in each 

category (line and area charts only) 


Specify the angle at which you want Type the angle in the Angle of is a 
the first pie slice to start (if the chart Is Slice box. The angle is measur 
a pie chart) degrees (clockwise from vertical). 


tage value in the Gap 
the distance between the data Type apercen ? 
en d a 3-D chart Depth box. The number you type is a 
= percentage of the marker width. 


entage value in the Chart 
hanae the depth of a 3-D chart Type a perc 
ie to its width Depth box. The number you type is a 
percentage of the chart width. 
ES 
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Formatting Marker Patterns 


With the Format Patterns command, you can control the line or border style, 
color, and weight used for data markers and also the marker’s pattern and 
foreground and background colors. For line charts, you can also control the 
marker shape. The options available in the Format Patterns dialog box vary 
depending on the type of marker you select. You can select and format all 
markers for the data series, or individual data markers within a data series. 


You can create a wide variety of pattern and color combinations. You can apply 
colors even if you are using a monochrome monitor. On a monochrome monitor, 
the standard color names are shown in the Color list in the dialog box. Custom- 
ized colors appear as Color |, Color 2, and so on. 


su Formatting the border and area of data markers 


Use the following procedure to format data markers that contain an enclosed area, 
such as area, bar, column, and pie chart data markers. 


1 Select the marker or data series you want to format and choose Format 
Patterns, or double-click any marker in the series. 


To format a single marker, hold down COMMAND and double-click the 
marker. 


2 Select the border and area options you want. 


Under Sample, Microsoft Excel shows you what the new formatting will look 
like. If you want Microsoft Excel to select the border or area options for you, 
turn on the Automatic option under Border or Area. 


3 To apply your selected formats to all markers in the chart, turn on the Apply 
To All check box. 


4 To invert the pattern of markers that correspond to negative numbers, tum on 
the Invert If Negative check box. 


5 Choose OK. 


sua Formatting line and scatter chart data markers 


Use the following procedure to format the data markers and lines used in line or 
scatter charts. 


1 Select the marker or data series you want to format and choose Format 
Patterns, or double-click any marker in the series. 


To format a single marker, hold down COMMAND and double-click the 
marker. 






2 Select the line and marker options you want 
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>new f atting will look 
Under Sample Microsoft Excel shows you what the new formatting sei 
7t . . ; a . 
like. If you want Mic rosoft Excel to select the line or marker option y 
turn on the Automatic option under Line or Marker. 


all data markers In the chart, turn on the 





3 Toapply your selected formats to 
Apply To All check box. 


4 Choose OK. 
yu Clearing the data marker formats 


1 Select the marker or data series you want to clear. 


2 Choose Edit Clear. 
3 Select the Formats option. 


4 Choose OK. 
If you selected a data series, the formal 
automatic formatting It originally had. ) 
If you selected a single data marker with formatting gaia = er 
markers in its series, Microsoft Excel formats that marker 


other markers in the series. 


ting for the series returns to the 


Creating and Formatting Picture Charts | 
icati a graphic drawn usin 

You can copy a graphic from another application or a epee a ” 
Microsoft Excel drawing tools, and use that picture as the « -_ se poderrage ee 
un existing bar, column, or line chart. In a line chart, the een iS re oo 
of markers on the data series line. Your line chart must include ma 

: a picture ark the data points. f 
to use a picture lo miark van | | 
u can choose whether you want Microsoft Excel to: 





in a bar or column chart, yo 


= Stretch or shrink the marker picture to show different values 


. > . ‘ ‘ Ss 
Stack copies of the marker picture to show larger value aca 
. a 7 ¥ ’ 
ye marker picture to match a specified number of uni 


a Stretch and shrink tt . 
then stack scaled copies of the picture 
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2 ? . 
The following illustration shows two markers being stretched to show larger 
. A 


values. The first gas pump repr Hi 
esent: 
actin: pump represents $30 million, the first house represents $40 





z 
é 
: 
é 


ist ¥ 
st Yoer 2nd Year 3rd Year 





The unstretched gas pump 
s A 
represents $30 milion. cha or a 


In a stacked picture chi 42 — 
re — apehapee: Microsoft Excel stacks copies of your pictures so that 
gth is the same as a bar or col *. 
' : i umn would be in a bi ; 
The units eac in a bar or column chart 
es er pose ies og represents vary depending on the size of the picture and | 
“ fret e ee ue axis. Microsoft Excel may crop the last copy of the picture 
» ‘ ¢ I é » . s ;° . 5 - " 9 ‘ 

narker is the correct length. The following illustration shows the same 





chart, only with stacked pictures instead 


represents $i 


100 
90 
60 

70 
60 
50 
4U 


30 


Revenues ie rilliens ef Dellers 


) million, each house repre 





of stretched ones. Each gas pump 


sents $49 million: 


Microsoft Exce/ may truncale 4 picture 10 represent 
a fraction of the units per picture. 


 ——— 





Revenues (rom basoll 


ist Year 2nd Yeor 


In a stacked picture chart, 


ne and Property Taxes 







3rd Yeor 





each picture 


represents the same number of units. 








A stacked and scaled picture chart is similar to a4 stacked picture chart, except that 
represents the number of units you specify and is resized (scaled) 

shows the same chart, except that each gas 
each house represents only $20 million, so 


each picture 
accordingly. 


The following illustration 


pump represents only $15 million, and 


Microsoft FE 
many of the 


xcel scales the picture mar 
m in each column. 


kers by 50 percent and st 


acks twice as 
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Each picture 1s scaled by 50 percent and represents half as many units. 





Revenues (rom &esealine and Property Taxes 


Revenves ia Millieas & Jellars 


Ist Year 5 
rd Yeer 








_..S0 twice as many pictures are required to plot the same values. 


nua Replacing a data marker with a picture 


B y : , P Wad ark : 7 
a adding picture marker to a Microsoft Excel chart, you must first create 
i — in another application or use the drawing tools on the tool bar. You 
: *: a evel the chart because you will replace the normal Microsoft Excel 
ala mi ; wi ic | 
pA eerie s picture. Make sure the picture is an appropriate size, in 
al, try to make the width of your pictu : nor 

re the same as 

—. p as the width of a normal 


as a data sel ies mal ker. 


2 Copy the picture using the application's procedure for copying. 


If you are copying a graphic obj 
: g a graphic object from another Microso . 
choose Edit Copy. soft Excel document, 


3 Activate the Microsoft Excel chart in which you want to use the picture 
4 Select the marker or data series you want replaced by the picture 
5 Choose Edit Paste. 


Re eee ONS 
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Changing whether a picture marker is stacked or stretched 


You can specify whether Microsoft Excel stretches a single picture, stacks mult- 
ple copies of a picture, of stacks scaled copies of a picture to represent larger OF 
smaller values in a bar or column chart. (In a line chart, you can format only the 
line itself; you cannot format the picture markers.) 

Microsoft Excel automatically formats the picture to stretch if it is the first 
marker picture you copy Into a bar or column chart. You can also paste other 
pictures to replace the data markers for other series in the same chart. Microsoft 
Pixcel formats any additional pasted pictures (as stucked or stretched) the same 
way you forsaticed the tant bee cently formatiod pleture You cannot overlap 


aout 


stacked pictures. 

1 Select the picture marker or data series you want to format and choose Format 
Patterns, or double-click the marker or series. 
Microsoft Excel displays a dialog box asking which formatting option you 
want. 

2 To stretch or shrink the picture to show different values, select the Stretch 

option. 

To stack copies of the picture to represent larger values, select the Stack 
option. 
To stack scaled copies of the picture, select the Stack And Scale option and 
type the units to use for each picture in the Units/Picture box. 

3 To apply the formatting to all data markers in the chart, turn on the Apply To 


All check box. 
4 Choose OK. 


sua Clearing a data marker picture 


Use the following procedure to clear the data marker picture you pasted and 
return the data markers to the normal column or bar shapes, OF line symbols. 


4 Select the marker or data series whose picture you want to clear. 


2 Choose Edit Clear. 
3 Select the Formats option. 
4 


Choose OK. 


ed a data series, Microsott Excel removes the picture, and the 


If you select 
formatting it originally had. 


formatting for the series returns to the automatic 
If you selected a single data marker with a picture different from the other 
markers in the series, Microsoft Excel formats that marker the same as the 


other markers in the series. 
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Formatting the Plot Area 


The plot area ts the area bounded by and including the x-axis and y-axis on a 2-D 
chart and the area enclosing the axes, axes labels, and axes titles on a 3-D chart. 
You can control the fill colors and pattern for the plot area as well as the line 
style, color, and weight used for the plot area borders. In a 3-D chan, you can 
format the walls behind the data series markers and the floor of the chart as well 
as the entire plot area. 


You can apply colors even if you are using a monochrome monitor. On a mono- 
chrome monitor, the standard color names are shown on the Color list in the 
dialog box. Customized colors are labeled as Color 1, Color 2, and so on. 


The following illustrations show the plot area for a 2-D and a 3-D chart: 


Plot area 








a Inter nationel 


CL) Domestic 


Querter 2 Querter 3 Querter 4 








Custom pattern applied to plot area Plot area border 
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Plot area tormatted with 
Plot area custom pattem 











Plot area border 












—— 









@ inter netione! 


CD domestic 


Walls formatted with 
custom pattem 


Floor formatted with 
custom pattern 


Online Help also provides information on formatting the plot area. To display 

online Help, choose the Window Help command. If you are oe ae 

software version 7.0 and the Help command does not appear on . e ~ 

menu, display Help by pointing to the Help menu icon and ge a ca 
soft Exe ‘Ipe Zor information on a specilic COMMA, : : 

Microsoft Excel Help command. For i | ‘* ee a ee 

the Commands topic. For information on using online Help, see “Using Help 


Chapter |. 
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If you are formatting a chart that was embedded on a worksheet or macro sheet 
with the chart tool, you must open the chart before performing the procedures in 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move It, size it, and close it as you would any 
document window. You can also activate it from the Window menu. For more 
information, see “Opening an Existing Chart” in Chapter 12. 


sun Selecting the plot area 


P Click any part of the plot area not occupied by another chart item or choose 
Chart Select Plot Area. 


> Use the UP ARROW or DOWN ARROW key to move through the chart items 
until the plot area is selected or choose Chart Select Plot Area. 


su Selecting the walls or floor ina 3-D chart 
> Click any part of the walls or floor not occupied by another chart item. 


> Use the UP ARROW or DOWN ARROW key to move through the chart items 
until the walls or floor are selected. 
uuu Formatting the plot area, 3-D walls, or 3-D floor 


1 Select the plot area, 3-D walls, or 3-D floor and choose Format Patterns, or 
double-click the plot area, walls, or floor. 


2 Select the border and area options you want. 


Under Sample, Microsoft Excel shows you what the new formatting will look 
like. If you want Microsoft Excel to select the border or area options for you, 
turn on the Automatic option under Border or Area. 


3 Choose OK. 






Formatting the 3-D Chart View 


‘har “an contr > clevation, rok 
In a 3-D chart, you can control the ¢ af 
with the Format 3-D View command. By adjusting these 

y the data you're working with. 


Microsoft Excel displays the 


Formatting the 3-D Chart View 


- ey f 


Lion, perspective, height and 
angle of the axes 
options you can change the chart to best displa 
When you choose the Format 3-D View command, 


following dialog box: 







Click these boxes to change the perspective, 


hange the elevation. 
Cl i a he Ee or type a value in the Perspective Dox. 


or type a value in the Elevation box. 


Click this check box to lock 
axes at nght angles. 


Type the height of the chart in this box. 


Click these boxes to change the rotation, 
or type a value in the Rotation box. 


The sample chart in the dialog box shows the result of changes as you make 


them. 

= Elevation Controls the height at which you view the data. For = =i 
charts except 3-D pie charts, the elevation 1s measured in = perenne 
range from _90 to 90. An elevation of zero displays the chast as 2 = he 
level with the center of the plot area, an elevation of 90 displays the wae ! 
you would view it from above the center ol the plot area, and ay = 
_9() displays the chart as you would view it from below the sepals 7 ’ 
area. For 3-D pie charts, the elevation can range from 10 to aa = 
lower elevation displays the chart as if you were looking miore sn : phi 
of the pie chart—you see more of each pie slice 's w= sig a — ee 
tion displays the chart as if you were looking more from 4 yve—you ! 
more of the pie chart’s circular surface. 
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= Perspective Controls the amount of perspective. More perspective makes 
data markers at the back of the chart smaller than data markers at the front of 
the chart, providing a sense of distance to the data markers farther away. You 
may want to use a greater perspective when the chart contains a lot of data, so 
data markers al the back of the chart appear more in proportion relative to data 
markers near the front of the chart. The perspective value specifies the ratio of 
the front of the chart to the back of the chart and can range from zero to 100. 
A perspective of zero makes the farthest edge of the plot area equal in width 
to the nearest edge of the plot area—that is, no perspective. 


s Rotation Controls the rotation of the plot area around the z-axis (vertical 


axis). The rotation is measured in degrees and can range from 0 to 360. A 
rotation of zero displays the chart as you would view it from the front, or the 
center of the x-axis, and a rotation of 180 displays the chart as you would 
view it from the opposite side, or the back, visually reversing the plot order of 
the data series. A rotation of 90 displays the chart as you would view it from 
the center of the side. 

= Right Angle Axes Controls the orientation of the axes. Turn on the check 
box to show axes at right angles to each other. Turn off the check box to show 
axes in perspective. If this check box is turned on, you cannot specify the 
perspective for the 3-D view. 

= Height Controls the height of the z-axis and walls relative to the length of 
the x-axis, or width of the base of the chart. The height is measured as a 
percentage of the x-axis length. A height of 100 percent makes the height 
equal to the x-axis length, a height of 50 percent makes the height half the 
x-axis length, and a height of 200 percent makes the height twice the x-axis 
length. If you change this setting, the change is not reflected in the sample 
chart shown in the dialog box. 


Online Help also provides information on formatting the 3-D chart view. To 
display online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


lf you are formatting a chart that was embedded on a worksheet or macro sheet 
with the chart tool, you must open the chart before performing the procedures in 
this section. To open the chart, double-click it. An open chart appears in its own 
document window, and you can move it, size it, and close it as you would any 
document window. You can also activate it from the Window menu. For more 
information, see “Opening an Existing Chart” in Chapter 12. 


Printing a Chart 


iu Adjusting the 3-D chart view | 


In the Format 3-D View dialog box, a sample chart shows the result of the | 


changes as you make them. 


{ 
2 


Choose Format 3-D View 


> values ant or 
clive, § i oxes, type the values you wan 
In the Elevation, Perspective, and Rotation b yp 


. . . - * ‘ ° ) a 
click the arrows to adjust the elevation, perspective, and rotation 


> Axes 
3 To show axes al right angles to each other, turn on the Right Angle A 


check box. 


f » Axes check Dox. 
To show axes in perspective, turn off the Right Angle Axes check be 


4 Inthe Height box, type the percent of the x-axis length you want used as the 


height of the chart. 


5 Toapply your changes and close the dialog box, choose OK. 


> dik ns can 
To apply your changes to the chart but leave the dialog box open so you 
continue to adjust the chart, choose the Apply button. 
' y * > ; f +4 » > we 
To reset the view options to the default for the gallery format, choose the 


Default button, 


. -edure. F tailed 
This section provides a summary of the printing procedure. For = a 
information on choosing and setting up a printer, setting up your pages, 
lew! ee Chapter 15, “Printing. 
previewing a document, see Chapter to, 


Before printing a chart: 


> the printer you want 
a Use the Chooser command on the Apple menu to choose the printer y é 


to use. 
and footers j *1 the 
Use the File Page Setup command to add headers and footers and habe 
printed chart size, page Margins, whether or not the chart ts sen - y 
y, th > pi rinter- 
or horizontally, the orentation of the chart on the paper, and other p 
specific options. 
it wi wan 
= Preview the chart to make sure Il will print the way ee a sa paige 
Print Preview or by choosing File Print, turning on the Page Fre 
box, and choosing OK. : 
j i a chi isplay online 
Online Help also provides information on printing a chart. bi i 
Help, choose the Window Help command. If you are a aie aw 
’ »Helpc and does not appear on the Wi , dis 
version 7.0 and the Help commane : ‘ os 
Help by pointing to the Help menu icon and choosing ae. 
inf specific c elect the Command: 
; a specific command, selec 
command. For information on mim oc ae 
For information on using online Help, see “Using Help” in Chap 





t by choosing File 








———— vs 
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sauu—s~ Printing a chart 


1 If the chart is embedded tn a worksheet or macro sheet, double-click the chart 
to Open it in its own chart window. 


If the chart is a separate document in its own window, activate the chart 
window. 


2 Choose File Print. 
Type the number of copies you want to print. 


To preview the chart on the screen before printing, turn on the Print Preview 
check box. 


5 Choose the Print button. 


Microsoft Excel displays a message indicating it is printing your document, if 
you want to cancel printing, press COMMAND+PERIOD. 


More About Printing a Chart 


SAPNA Guideline 


Additional Page Setup Options for Charts The File Page Setup dialog box for 
charts includes an additional set of size options that are not available for work- 
sheets or macro sheets. The size options determine how Microsoft Excel fits the 
chart within the margins on the printed page. 


Size option Description 

Screen Size Prints the chart the same size as is currently shown 
on the screen. 

Fit to Page Prints the chart as large as possible while retaining 
the height-to-width ratio shown on the screen. 


Full Page Prints the chart to fit the entire page, regardless of 
the height-to-width ratio shown on the screen. 





web Troubleshooting 


Printing a 3-D Chart on an Electronic Plotter = Microsoft Excel may not be able to 
print your 3-D chart on an electronic plotter. If you encounter problems printing a 
3-D chart on a plotter, format the chart as a 2-D chart or use a regular printer. 
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Using Graphics on Microsoft 
Excel Worksheets 


With Microsoft Excel, you can draw graphics, such as lines, ovals, 
arcs, and rectangles, and you can import graphics as pictures from 
other applications to enhance the appearance of your Microsoft 
Excel worksheets or macro sheets. You can combine Microsoft 
Excel charts with worksheets or macro sheets to create integrated 
reports. In addition, you can export pictures of Microsoft Excel 
charts or worksheet or macro sheet cells to other applications. You 
can draw macro buttons that run macros when they are clicked, and 
you can assign macros to other graphic objects too. 


NOTE Unless otherwise noted, all information and procedures for 
working with worksheets also apply to macro sheets. 


nten 

Drawing Lines and Shapes ... 499 

Working with and Formatting Graphic Objects ... 502 
Deleting a Graphic Object ... 517 

Combining Charts, Worksheets, and Macro Sheets ... 518 
Exchanging Graphics with Other Applications ... 521 


Drawing Lines and Shapes 





When producing reports oF creating templates ot models for others to use, you 
may want to add fines, shapes, or other objects to your documents to emphasize 
eeriiin information OF tO enhance the appearance of your documents. You can 
slew Vinete, evant, Fett arpnpe late, HEE Hem ON worksheet of macro sheet using the 
ecw tiige eae cone thee teed fo Vyee Hee aned aDApeR yer draw with the drawing 
tools are grap oly ty. TEeyour workspuice bs sel tt Moyrlay he jewel bar, de 
displayed below the menu bar. You can use the tool bur only if you have # moude 
installed on your computer. 


Rectangle tool Oval tool 






Line tool Arc tool 


ea0 Cree DE Ss mes) () Cok 


Text box tool 






Tool bar 








te 
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By adding arrowl 
; i reads to lines, you can us m ' 
os J use the as pointers . : 
raphic objec ae ad as pointers to cells, other 
— Pil ra or te pictures. You can also fill ovals, rectangles, and 
s with a color and a pattern to help attri ‘n s 
attract ¢ ain ; 
ee, p attract attention to certain areas of the 


The followin 
g illustration shows some , 
worksheet: examples of graphic objects on a 


Boxes drawn with the rectangle tool 

















US 3) 


i <a <n amen a 





These two flags imported 
as graphic objects 


This flag drawn with the oval tool, the 
rectangle tool, and the text box tool 


Text box created with the 
text box tool 


Arrow and underlines drawn 
with the line tool 


When working with graphi 
here graphic objects, keep in mi 
guidelines: ) eep in mind the following general 
s Drawi ‘ 

nganarc When you draw an arc, Microsoft Excel draws a curve 


q 


= Controlling : ‘ a 
ame ae ~ oe You can control the line angle and the 
Ss, rectangles, buttons, text boxes, charts 
down SHIF . , text boxes, charts, and arcs by holdin 
ege waders — the graphic object. Holding down SMT aaa 
al, horizontal, or 45-degree angles; restri : 
‘ 1cCte . S, restricts OV ] . =* 
re gas © ang als to circles; 
stricts rectangles to squares; and restricts arcs to circle segments 










Drawing Lines and Shapes 


You can draw several pictures 
For example, the Japanese flag in 
the following illustration ts drawn by separately drawing a circle with the oval 
tool, a rectangle with the rectangle tool, and a text box with the text box tool. 
Use the Format Bring To Front and Format Send To Back commands to posi- 
tion the objects on top of each other in the correct order. Then use the Format 
Group command to combine the three objects into a single object. For more 
‘nformation, see the following section, “Working with and Formatting 


Graphic Objects.” 


ibining objects into a single picture 


e Con 
and then combine them into a single picture, 


Circle (hold down SHIFT while drawing an oval) 


Rectangle 


Combine the three objects with 
the Format Group command. 





Text box with customized border 


s Aligning objects to the cell gridlines When you draw an object on a 
worksheet or macro sheet, you can have Microsoft Excel align the object to 
the cell gridlines so the object's borders don’t fall in the middle of cells. 
Aligning objects to gridlines is an easy Way to make sure several objects line 
up horizontally or vertically. To have Microsoft Excel align a graphic object 
to the cell gridlines, hold down the COMMAND key while you draw, move, OF 
size a graphic object. If you release the COMMAND key while drawing, you 
can then draw, move, or size the graphic object between the gridlines. 


aut Drawing a line, oval, rectangle, or arc 


© 1 Click the drawing tool you want. 


The mouse pointer changes to a cross hair. 


2 Position the cross-hair pointer where you want to start drawing the graphic 
object. 

3 To restrict lines to horizontal, vertical, or 45-degree angles; ovals and arcs to 

circles; or rectangles lo squares, hold down SHIFT. 


Or to align the object with the cell gridlines, hold down COMMAND. 
4 Drag until the object ts the size and shape you want. 
When you release the mouse button, the graphic object is automatically 


selected. 
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sus Drawing multiple lines, ovals, rectangles, or arcs 


You can draw multiple lines or shapes of the same kind sequentially without 
having to select the drawing tool each time you want to start drawing. 


1 Hold down COMMAND and click the drawing tool you want. 
2 Draw the first graphic object 


When you release the mouse button, the same drawing tool stays selected and 
the pointer remains a cross hair. 


Draw additional objects of the same kind. 


When you finish drawing the last object, cancel the drawing tool selection by 
clicking the same tool again. 


You can also cancel the drawing tool selection by pressing ESC or clicking 
another part of the worksheet without dragging. 


More About Drawing Lines and Shapes 





Tips 


Canceling the Tool Selection \{ you select a tool and then decide not to use it, 
you can cancel the current tool selection by clicking anywhere in the docu- 


ment window without dragging, by clicking another tool, or by pressing 
COMMAND+PERIOD. 


Hiding the Tool Bar =You can hide or display the tool bar by choosing the 
Options Workspace command and turning off or turning on the Tool Bar check . 
box. You can also turn the tool bar display on or off by pressing COMMAND+7. ; 


Working with and Formatting Graphic Objects > 


Once you have added a graphic object, either by drawing it with the drawing tools 
or importing it as a picture from another document, you can change its position or 
size, group it with other graphic objects, duplicate it within the document, and 
format the border, color, and pattern of the object. The term “graphic object” 
refers to drawn lines and shapes as well as text boxes, buttons, charts embedded 


on a worksheet or macro sheet, pictures of other Microsoft Excel documents, and - 
imported pictures and graphics. 
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For information on See , 
Adding text boxes “Adding Comments to a Worksheet’ in Chapter 6 


Creating a chart on a worksheet or “Creating a New Chart” in Chapter 11 
macro sheet 


“Combining Charts, Worksheets, and Macro 
Sheets” later in this chapter 


Pasting a picture of worksheet or 
macro sheet cells or a chart in 
another Microsoft Excel document 


Importing graphics from other 
applications 


“Exchanging Graphics with Other Applications” 
later in this chapter 


Online Help also provides information on working with and ee. fe sc 
objects. To display online Help. choose the Window Help command. snes e 
using system software version 7.0 and the Help command does not appea — 
Window menu, display Help by pointing to the Help menu icon and choosing ‘ 
Microsott Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


Selecting a Graphic Object | 
To change a graphic object after you have created it—for example, to a ste, 
or format an object—you must first select i. Microsoft Excel offers — = 
to select an object. When an object Is selected, small black squares — paved 
appear on the borders of the object. For a line, the handles appear only : e : 
of the line. The handles are attached to an invisible frame. For a rectangle or ee 
the frame is the same as the rectangle’s border or the line itself, but for an arc or 
oval. the frame is an invisible rectangle surrounding the object. 


Handles lie on an invisible frame. 





Handles surround selected objects. 


sé¢lect a graphic object, Microsoft Excel displays the object identifier 
‘aie ke a ne left side of the formula bar where the cell fee 
usually displayed. The object identifier includes the graphic object's pt ~ 
as “Rectangle” or “Picture,” followed by the number assigned to the object by 
Microsoft Excel when it was created. 
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sua Selecting a graphic object 


You can select an object only when the mouse pointer appears as an arrow. The 
mouse pointer changes to an arrow when it’s over a solid object, or when it’s over 


the border of a transparent object, or the border of a text box or button in which 
the text is selected. 


P Click the graphic object. 
Microsoft Excel displays handles around the graphic object. 
If the handles don't appear, the graphic object is not selected. Make sure the tip of 
the mouse pointer is over the graphic object and click again. 
wus Selecting multiple graphic objects with the mouse pointer 
1 Click the first graphic object. 
2 Hold down SHIFT and click another object. 
3 Repeat step 2 until you have selected all the objects you want. 
aus Selecting multiple graphic objects with the selection tool 


If you want to select several graphic objects in the same area of the document 
you may find it easier to use the selection tool on the tool bar, rather than clicking 
each graphic object. With the selection tool you can select all the objects in an 
area with a single action. 


Selection tool! 


SIGICL) (alm) opes) 
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1 Click the selection tool. 


To select multiple areas without having to reselect the selection tool each 
time, hold down COMMAND and click the selection tool. 


2 Point to one corner of the area you want to select. 


3 Drag until the selection rectangle encloses all the objects you want to select. 
An object must be entirely enclosed in the selection rectangle to be selected. 


When you release the mouse button, Microsoft Excel selects all the objects 
within the selection rectangle and displays handles around each of the objects. 

4 i you held down COMMAND when you selected the selection tool, hold down 
SHIFT and repeat steps 2 and 3 to add another area to the selection. 


If you didn’t hold down COMMAND when you selected the selection tool, you 
can add another area to the selection by clicking the selection tool again 
holding down SHIFT, and dragging through another area. 
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sus Selecting all graphic objects 

You can select all graphic objects on your worksheet or macro sheet at the same 
time. This is useful if you want a particular action, such as formatting, clearing, 
or grouping, to affect all graphic objects, and if your worksheet contains several 
objects that are not near each other. 


To do this procedure, you must be using full menus. 
1 Choose Formula Select Special. 

2 Select the Objects option. 

3 Choose OK. 


mus Selecting a graphic object with a macro assigned to it 
Selecting a graphic object with a macro assigned to it is slightly different than 
selecting other graphic objects, because normally when you click the object, the 
macro runs. 

> Hold down COMMAND and click the graphic object. 


You can also just use the selection tool to enclose the object within the selection 
rectangle. 


uuu Removing a graphic object from the selection 


If you accidentally select a graphic object that you don’t want selected, or if you 
use the selection tool to select an area and the area includes some objects you 
don’t want selected, you can remove the individual objects from the selection 
without affecting the rest of the selection. 


> Hold down SHIFT and click the graphic object you don’t want selected. 
To remove a group of objects from the selection, select the selection tool, hold 
down SHIFT, and enclose the objects in the selection rectangle. 


Grouping and Separating Graphic Objects 


You can group the selected graphic objects into a single graphic object so that 
when you select one object in the group, the entire group is selected. The group of 
objects can then be moved and sized as one object. This is useful, for example, if 
you have already positioned the objects and you want to move them without 
disturbing their relative positions. It is also faster than moving the objects one 
at a time. Objects in the group cannot be edited, formatted, moved, or sized 
individually until you separate them. 





Chapter 14 ~—- Using Graphics’on Microsott Excel Worksheets 


POAT 


ee Ty A 





eA. DS CLS Re Pe 








sas Grouping graphic objects 

To do this procedure, you must be using full menus. 

1 Select the graphic objects you want to group together. 
2 Choose Format Group. 


suas Separating grouped graphic objects 
To do this procedure, you must be using full menus. 
1 Click any graphic object in the group. 

2 Choose Format Ungroup. 


All the objects that were in the group are now individual objects again, and they 
are ull selected as individual objects. If you want to work with only one object in 
Ihe prowp, cake ste thatooty thatobject le scleeted before performing any 
uchons or Choosing any Commuands (in easy way to do this ts to click any cell 
and then click the object you want to select). 


Reordering Overlapped Graphic Objects 


When graphic objects overlap, some objects may be partially or completely cov- 
ered by the objects in front of them. If an object is completely hidden by other 
objects, you cannot select it, You can change which objects are in front of other 
objects with the Format Bring To Front and Format Send To Back commands. 
The following illustrations show the result of moving an object from the front to 
the back: 


The large rectangle 1s in front 





The small rectangle and the oval are 
partially covered by the large rectangle. 





NOTE 






After selecting the large rectangle 
the 
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and sending it to the back, you can see all of 


small rectangle and oval. Also, you can see another rectangle that was co 


pletely covered by the large rectangle: 


This rectangle was completely covered by the large rectangle. 





With the mouse, you cannot select cells that are peapeapnie) ge si oh po an 
) isible fill pattern so that tne 
biect unless the object has the invisible 
lo the object. If the cells are not visible, you must use the —. — 
through and select the covered cells. However, you can click a cell t . he ea 
partially covered by an object and then drag to select cells underneath the object. 


sua Changing the order of overlapped graphic objects 


To do this procedure, you must be using full menus. 


1 


| ; re) 
Select the graphic object or objects you want to bring to the front or send t 


the back. 
To place 
Bring To Front. 


the selected objects in front of the other objects, choose Format 


| ts Sa, Tied oe 
To place the selected objects behind the other objects, choose Format Send 


Back. 
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Detaching a Graphic Object from Its Underlying Cells 


A graphic object on a worksheet or macro sheet is normally attached to the 
underlying cells so that the object automatically moves or changes size when 
the underlying cells shift due to changes in row height or column width, or the 


insertion or deletion of cells. 


Objects that are not attached to the underlying cells remain the same size and in 
the same position regardless of shifts in the cells that the object overlaps. You 
may want to attach objects to cells if you always want the objects to maintain 
their size position relative to the cells beneath them; if the objects are not at- 
tached, you must move or resize them yourself if the underlying cells shift or 
change size. You can also specify that objects move but not change size when 


cells shift or change size. 


The following illustrations show the difference between an object that is attached 
to underlying cells and one that is not. The objects in this example are rectangles. 
(Using rectangles instead of cell borders is useful for creating borders that don’t 


match the cell grid.) 
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This rectangle is formatted to 
move and size with the 
underlying cells. 


This rectangle is not attached 


fo the underlying cells. 














NOTE 
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It you widen a column or insert a row, the rectangles adjust differently depending 
on whether or not they are attached to their underlying cells. 


Two rows were inserted here. Column L was widened 









$11,153 64 













The rectangle that is not 


attached fo underlying cells 
remains in the same position 
on the worksheet, so it no 
longer encloses the same 
dala. 


1094] $281,136 82 
81 $26,807 27 







$55,505 56 


$0,192 30 
105| $25,961 60 










$124,721 15 







$192,289 01 





$601,507 92 







The rectangle that is attached to underlying cells 
automatically adjusts so it stil encloses the same data. 


Initially, all graphic objects, except pictures imported from other applications, are 
formatted to both move and change size with the underlying cells when you first 
create them. Imported pictures are formatted only to move with cells. You can 
change whether an object is attached with the Format Object Placement com- 
mand. Moving or sizing an attached object does not affect any cells. 


Copying or moving cells with the Edit Copy and Edit Cut commands does not 
affect the position of attached graphic objects, because copying and cutting 
dffecto only the Godlerite of cells and does not change the gell atructure 





ee eee 
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sau Controlling the way a graphic object is moved or sized 
To do this procedure, you must be using full menus. 

1 Select the graphic object whose placement you want to change. 

2 Choose Format Object Placement. 


3 To format the object so it maintains a position and size relative to the cells 
under its upper-left and lower-right corners, select the Move And Size With 


Cells option. NOTE 
To format the object so it moves with the cell under its upper-left corner, but 

does not change size when the distance changes between the cells under its 

upper-left and lower-right corners, select the Move But Don't Size With Cells 

option. This is useful for pictures since they may become distorted when © 


resized. 


To format the object so it is detached from the cell grid, select the Don’t 
Move Or Size With Cells option. 


4 Choose OK. 


Sizing, Moving, and Copying a Graphic Object 


You can move or size a graphic object by dragging the object or its handles with 
the mouse. You can also move or copy a graphic object by cutting or copying it 
und then pasting it. If you cut or copy an object and then paste it, you can control 
where it is pasted on a worksheet or macro sheet by selecting a cell or object 
where you want to paste the object. 


When you move or size a graphic object with the mouse, you can align it to the 

cell gridlines on the worksheet or macro sheet by holding down the COMMAND 

key while dragging the object or its handles. If you release the COMMAND key . 3 
while you are dragging, you can then place the graphic object between the . 3 
gridlines. : 


au Sizing a graphic object 


You can size graphic objects in one dimension at a time—horizontal or vertical— 

or you can size an object in both dimensions at the same time. To size an object 

in only one dimension, you use the handles that appear in the middle of one of the 

sides. To size an object in two dimensions at once, you use the handles that ap- d Q 
pear in the corners. If you select more than one object, dragging the handles of 

one object sizes all selected objects proportionally and in the same dimensions at 

the same time. 


1 Select the graphic object or objects you want to size. 
2 Position the mouse pointer over a handle. 


The pointer turns into a cross hair when it is over a handle. 
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3 Drag the handle to create the new dimensions you want. To keep the object's 
horizontal and vertical dimensions proportional, hold down SHIFT and drag a 
comer handle. 


Or to align the object frame to the cell grid, hold down COMMAND. 


As you drag, a dotted outline shows the new dimensions. When you release the 
mouse button, Microsoft Excel draws the objects in their new size. 


When you size a picture, the scaling proportions appear in the reference area of 
the formula bar. The size of the picture when it is first pasted is 100%. 


suut’_-Moving a graphic object by dragging 


1 Position the mouse pointer on the object. If the object is transparent or is a 
text box or button in which text is selected, position the pointer on the object's 
border. 


The pointer must be an arrow. If the pointer ts a cross hair, you will size the 
object instead of moving it. To move more than one object, use the selection 
tool to first select the objects you want to move. 


2 Drag the object or objects to the new position, 


To move the objects only horizontally or vertically, hold down SHIFT while 
you drag. 


To align the objects with the cell grid, hold down COMMAND while you drag. 
As you drag, a dotted outline shows the new location of all the selected objects. If 
you drag the objects to the edge of the window, Microsoft Excel automatically 
scrolls the worksheet. When you release the mouse button, Microsoft Excel draws 
the objects in the new position. 


uuu Moving a graphic object by cutting and pasting 


If you want to move a graphic object to another Microsoft Excel document, use 
the Edit Cut and Edit Paste commands. Also, if you want to move an object a 
long distance on the same worksheet or macro sheet, you may want to cut and 
paste the object rather than dragging it and scrolling through the document to get 
to the new location. If you select and move more than one object at a time, the 
objects maintain the same relative positions when pasted in the new location. 


1 Select the graphic object or objects you want to move. 
2 Choose Edit Cut. 


3 If you want to move the objects to another document, activate the other 
document. 


Select a cell or object where you want the copy pasted. 


Choose Edit Paste. 
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sauna’ ~Copying a graphic object 

; ou can copy a graphic object to a new location in the same document or to 
another document using the Edit Copy and Edit Paste commands. You can copy 
* oe object or you can copy several objects together. When you far 
se veral objects, they are copied as individual objects, but they maintain their 
relative positions when pasted in the new location. 

1 Select the graphic object or objects you want to copy. 

2 Choose Edit Copy. 


Ww Py the objects to another document a tiv 


4 Select a cell or object where you want the copy pasted. 


Choose Edit Paste. 


Assigning a Macro to a Graphic Object 


You _ assign a macro to a graphic object so that the macro will run whenever 
yee ick the object. Later, if you want to select the object without running the 
macro, hold down the COMMAND key while you click the object 


mut Assigning a macro to a graphic object 


Before assigning a macro to an object, you should open the macro sheet 
containing the macro you want to assign. | 

To do this procedure, you must be using full menus. 

1) Click the object. 

2 Choose Macro Assign To Object, 


3 Inthe Assign Macro box, select the macro you want to assign, or enter the 
name of the macro as an external reference in the Reference box 


4 Choose OK. 


lo we “" : 
. Vr MMore Veadeoranaat ion, sce “Assizning a Command Macro toa Button or Other 
Haphic Objyeot™ in Chapter 1s 


Formatting a Graphic Object 


You can format the border and the fill pattern of a graphic object with the Format 
Patterns command. The Format Patterns dialog box differs slightly dependi ; 
the object selected. For example, for rectangles and text boxes, you i Be = 
use shadowed borders or rounded comers. For lines, you can add and format _ 
arrowhead, which is useful for calling out important information in specific cells 
Since lines do not have a fill area, the Format Patterns dialog box As not | a 
clude options for formatting the fill pattern if a line is selected "ee 





® 
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iu Formatting an object’s border and fill pattern 


To do this procedure, you must be using full menus. 


1 


Select the graphic object of objects you want to format and choose the Format 
Patterns command. Or, except for an embedded chart or linked picture, you 
can just double-click an object to select it and display the Format Patterns 
dialog box. 

If a macro has been assigned to an object, hold down COMMAND while you 
click or double-click the object. The COMMAND key prevents the macro from 
running. You can also use the selection tool to select the object without 
running the macro. 

If the object is a picture linked to another document, double-clicking the 
object opens the source document and selects the range the picture is linked 
to. To format a linked object, you must format the source document. 


Select the border and fill options you want. 


If you want Microsoft Excel to select the border and fill options for you, 
select the Automatic option under Border and Fill. 


To apply the selected formats and close the dialog box, choose OK. 


If you are formatting a text box, you can choose the Font button to apply the 
selected formats, close the Format Patterns dialog box, and open the Format 
Font dialog box so you can change the size or style of the font used in the text 
box. Or choose the Text button to apply the selected formats, close the Format 
Patterns dialog box, and open the Format Text dialog box so you can change 
the alignment or orientation of the text. 


sau Formatting a line 


F 


i 
1 


ollow this procedure to format both lines and arrows, arrows are lines formatted 
» have an arrowhead. 
Click the line you want to format and choose the Format Patterns command, 
or double-click the line. 
ia macro has been assigned to the line, hold down COMMAND while you 
click or double click the line, The © IMMAND key prevents the macro from 


pone Yor ei ataa tise the scleetion tool to xelect the Tine without cunning 


Ghia: deeete tee 


2 Select the line options you want, 


If you want Microsoft Excel to select the line options for you, select the 
Automatic option under Line. 


3 If you want to make the line an arrow, select the arrowhead options you want. 


If you want a line instead of an arrow, do not select any arrowhead options. If 
you want to format an existing arrow as a normal line, select the style without 


an arrowhead under Arrow Head. 


4 Choose OK to apply the selected formats and close the dialog box. 
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Tips 


Locking a Graphic Object You can lock a graphic object with the Format Object 
Protection command so that it cannot be selected, moved, sized, or formatted. 
First, select the object, choose Format Object Protection, and turn on the Locked 
check box. Then, when you choose Options Protect Document and turn on the 
Objects check box, Microsoft Excel locks the objects to which you applied the 
Locked option. Objects attached to the cell grid will be moved and sized as usual. 
For more information on locking graphic objects, see “Protecting Documents and 
Windows” in Chapter 16. 


Hiding Graphic Objects On a worksheet or macro sheet, you can speed up 
scrolling by hiding all graphic objects or displaying placeholders for embedded 
charts and pictures. Hiding objects may also make it easier to view and edit the 
underlying document. To hide objects or display placeholders, choose the 
Options Display command. Select the Show Placeholders option to display gray 
rectangles in place of embedded charts and pictures, or select the Hide option to 
hide all objects. You can use the keyboard to switch between displaying all 
objects, displaying placeholders, or hiding objects by pressing COMMAND+6. 


Copying a Graphic Object with the Mouse _ Instead of using the Edit Copy and 
Edit Paste commands to copy a graphic object in the same document, you can 
hold down OPTION and drag the object. Microsoft Excel creates a copy of the 
object and moves it to the new position. The original object remains unchanged. 


Creating a Layout Grid Ona worksheet or macro sheet, you can also use the cell 
gridlines to create a custom layout grid for the document layout. A layout grid is 
any worksheet that you have customized for a page layout. By formatting row 
heights and column widths, you can create a custom grid to which you can align 
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graphic objects by holding down COMMAND as you move or size them. This 
ensures that graphic objects and information are always positioned correctly 
throughout the document as shown in the following illustrations: 
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Format row heights and column widths to align graphic objects you 1 import later. 














Chapter 14 Using Graphics on Microsoft Excel Worksheets 


MORE ABOUT 





PA ew Tce Ped wera ge o* é° 3: / - « 
EE See ea So MIO Om IIS ICO IC SOT AE ANIL LAN See ei ee ee aA a AS SS 






















Comparison 


Sales have increased 
in both product 
lines Product 1 
shows 6 moderate 
increase from 201 
to 357 units 





Leneda. Sales 
Comparison 


increase from 50 to 
403 units 


Aepaa Sales 
(wmparisen 


Sales heave lin eeoed 
in one product line 
Product | shows @ 
moderate increase 
from 140 to 167 


2nd 3rd 


uy his grid /s set up for three objects—a chart, a text box, and an 
imported flag. Objects can be positioned to align exactly with the grid. 


Troubleshooting 


Verifying That the Graphic Object Is Selected If you click or drag a graphic 
object or one of its handles, and the object does not become selected, or move or 
change size, then you may not have selected the object. Make sure the pointer is 
the correct shape before clicking or dragging. You can select an object only when 
the pointer is an arrow; you can drag a handle only when the pointer is a cross 
hair. If an object has no fill pattern or color and is therefore transparent, or if the 
object is a text box or button in which text is selected, you must point to the 
object's border to select the object. To select an invisible object, use the selection 
tool. To select an object that has a macro assigned to it, you must hold down 
COMMAND while you select the object. 
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Deleting a Graphic Object 

You can delete a selected graphic object with the Edit Clear or Edit Cut command 
or by pressing DELETE. When you choose Edit Cut to delete a graphic object, 
Microsoft Excel places the graphic object on the Clipboard so you can paste it in 
the same document or another document. If you delete a graphic object with the 
Edit Clear command or by pressing DELETE, the graphic object is not placed on 
the Clipboard and cannot be pasted later. 


NOTE 


Online Help also provides information on deleting a graphic object. To display 
online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. Kor information on using online Help, see “Using Help” in 
Chapter |. 


To delete an entire text box or button, you must select the box or button itself, not 
the test within the bee or bation Myou select text within he box oF bution, the 
selectyd tyxt is deleted bul the box of Dutton renmains. lo select a text box ar 
button when the text within it is already selected, click the border of the text box 
or button. 


sua Deleting a graphic object 
1 Select the graphic object or objects you want to delete. 


If a macro is assigned to an object, hold down COMMAND while clicking the 
object. This prevents the macro from running. You can also use the selection 
tool to select the object without running the macro. 


2 To delete the objects and place them on the Clipboard so you can paste them 
elsewhere, choose Edit Cut. 


To delete the objects without placing them on the Clipboard, choose Edit 
Clear. 

You can also delete the objects without placing them on the Clipboard by 
pressing DELETE. 


ana Undoing a deletion 


P Choose Edit Undo immediately after deleting. 
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Combining Charts, Worksheets, and Macro Sheets 


Combining charts and worksheets or macro sheets can be a good way to empha- 
size worksheet data for presentations or printed reports—worksheet data is some- 
limes easier to understand and analyze when it is shown along with a chart, One 
way to place a chart on a sheet is to create an embedded chart by using the chart 
tool in the tool bar or by copying a chart and pasting it on a sheet. An embedded 
chart is linked to its source data—when the source data changes, the chart 
changes. For information on creating an embedded chan, see “Creating a New 
Chart” in Chapter 11. 

Another way to place a chart on a worksheet is to copy it as a picture using the 
Edit Copy Picture command. You can also copy pictures of cells and place them 
ina different part of the sheet or on another sheet. 


Pictures of charts are not linked to their source data, Pictures of cells can be 

linked on uatinkedt 

es Pictures of charts (Choose the Edu Copy Picture command to create an 
unlinked picture of a chart. 

= Pictures of cells © Choose the Edit Copy Picture command to create an 
unlinked picture of cells. To create a linked picture of cells, use the camera 
tool on the tool bar or the Edit Paste Picture Link command. 


You can move or size a picture as you would any other graphic object on the 
sheet. 


For information on See 


Creating an embedded chart or a Chapter 11 “Creating a Chart” 
chart as a separate document 


Editing a chart Chapter 12, “Editing a Chart” 

Formatting a chart Chapter 13, “Formatting a Chart” 

Selecting, moving, and sizing “Working with and Formatting Graphic Objects” 

graphic objects earlier in this chapter 

Creating and opening a macro sheet “Creating and Opening a Macro Sheet” in Chapter 
18 

Copying graphics to or from another “Exchanging Graphics with Other Applications’ 

application later in this chapter 


Online Help also provides information on combining charts, worksheets, and 
macro sheets. To display online Help, choose the Window Help command. If you 
are using system software version 7.0 and the Help command does not appear on 
the Window menu, display Help by pointing to the Help menu icon and choosing 
the Microsoft Excel Help command. For information on a specific command, 
select the Commands topic. For information on using online Help, see “Using 
Help” in Chapter 1. 













NOTE 
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suua’_- Copying an unlinked picture of a chart 


You can copy an unlinked picture of either an embedded chart or a separate chart 
document. 


1 Select the chart. 
2 Hold down SHIFT and choose Edit Copy Picture. 


Microsoft Excel displays a dialog box so you can choose whether to copy the 
chart as shown on the screen or as shown when printed. 


3. To copy exactly what you see on the screen, select the As Shown On Screen 
option or options. 


To copy what you would see if you printed the chart, select the As Shown 
When Printed option or options. 


Choose OK, 


Activate the worksheet or muerte sheet tito which you want to paste the 
picture. 


6 Select a cell or object where you want the picture pasted. 
7 Choose Edit Paste. 


aus Copying a chart as a linked embedded chart 


You can also place a chart on a worksheet or macro sheet by copying either an 
existing embedded chart or by copying a separate chart document. 


1 Double-click the embedded chart or activate the chart document. 
Choose Edit Copy. 


Activate the worksheet or macro sheet into which you want to paste the chart. 


> W NM 


Select a cell or object where you want the chart pasted. 
S Choose Edit Paste. 


Microsoft Excel creates a new embedded chart using the data series from the 
chart that you copied. The new embedded chart is linked to the same source data 
as the chart you copied. It is not linked to the copied chart itself. 


suut’-—- Copying an unlinked picture of cells 


You can paste an unlinked picture of worksheet or macro sheet cells into another 
worksheet or macro sheet to create tables that you can move and size as you 
want. 


When you copy an unlinked picture of cells, Microsoft Excel also copies the row 
and column headings and gridlines if they are currently displayed on your screen. 
To avoid copying the headings, choose the Options Display command and turn off 
the Row & Column Headings check box and the Gridlines check box before you 
do this procedure. 
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1 Select the cells you want to copy. 
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2 Hold down silFr and choose Edit Copy Picture. 


Microsoft Excel displays a dialog box so you can choose whether to copy the 
selection as shown on the screen or as shown when printed. 


3 To copy exactly what you see on the screen, along with row and column head- 
ings and gridlines if they are currently displayed, select the As Shown On 
Screen option. 


To copy what you would see if you printed the selection, select the As Shown 
When Printed option. 


4 Activate the worksheet or macro sheet onto which you want to paste the 
picture. 


5 Select a cell or object where you want the picture pasted. 


Choose Edit Paste. 


sua Copying a linked picture of cells 


You can link a picture of cells so the picture updates automatically whenever you 
update the source sheet. Microsoft Excel updates both data and formats, including 
gridlines, whenever the source sheet is changed. To copy a linked picture of cells, 
you use the camera tool ( (3) ) on the tool bar or the Edit Copy and Edit Paste 
Picture Link commands. 


© 1 On the worksheet or macro sheet, select the cells you want to copy. 
2 Click the camera tool on the tool bar. 


3 Activate the worksheet or macro sheet onto which you want to paste the 
picture. 


4 Click the cell or object where you want to paste the picture. 


Microsoft Excel pastes the picture when you click the cell or object. 


@ 1 On the worksheet or macro sheet, select the cells you want to copy. 
Choose Edit Copy. 


3 Activate the worksheet or macro sheet onto which you want to paste the 
picture. 





4 Select the cell or object where you want to paste the picture. 


5 Hold down SHiFT and choose Edit Paste Picture Link. 
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More About Combining Charts, Worksheets, and Macro Sheets 


pepe Guidelines 
Updating a Linked Cell Picture To update a linked cell picture, you must update 
the source document. To activate the source document, double-click the linked 

picture. If the source document is not open, Microsoft Excel automatically opens 


it and selects the source cell range in the source document. 
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Changing a Link When you select a linked cell picture, Microsoft 

Excel displays the link formula in the formula bar—for example, 

—Worksheet | !$A$1:$B$12. You can edit the link formula in the formula 

bar to link the picture to a different source document. If you link the picture to 
a different source document, the picture is not updated unless the new source 
document is open. To quickly open the source document, double-click the 
picture. For more information on the link formula, see “Linking Documents” 
in Chapter 8. 


Se 
Rene Tip 


Use Unlinked Pictures If You Can) = Worksheets that contain unlinked churt of cell 
pictures open and recalculate faster than similar worksheets containing linked or 
embedded charts or cell pictures. If you don’t need your data to be updated 
automatically, use unlinked pictures of cells or charts rather than linked cell 
pictures or embedded charts. 


Exchanging Graphics with Other Applications 


In addition to combining pictures of Microsoft Excel documents within Microsoft 
Excel, you can also copy pictures from other applications into Microsoft Excel, or 
copy pictures of Microsoft Excel documents and paste them into other applica- 
tions. You can also exchange data between other applications and Microsoft 
Excel. This section describes only exchanging graphical representations or 
pictures. 


For information on See 


Exchanging data between Microsoft Chapter 8, “Working with Data from Multiple 
Excel and another application Documents” 


Online Help also provides information on exchanging graphics with other 
applications. To display online Help, choose the Window Help command. If you 
are using system software version 7.0 and the Help command does not appear on 
the Window menu, display Help by pointing to the Help menu icon and choosing 
the Microsoft Excel Help command. For information on a specific command, 
select the Commands topic. For information on using online Help, see “Using 
Help” in Chapter |}. 
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Importing Graphics from Another Application 


You can import pictures from any applicauions that support the PICT format on 
the Clipboard. If the source application supports dynamic data exchange (DDE) 
or the Apple Edition Manager, you may be able to link the picture to the source 
document, so the copy is updated whenever the source document is updated. The 
Apple Edition Manager and DDE are available only if you're using system 
software version 7.0. For more information, see “Creating Publishers and 
Subscribers” in Chapter 8 and also consult your Macintosh documentation. 


When you paste an imported picture in a worksheet or macro sheet, you can 
control where the picture is pasted by selecting a cell or object. 


ui Copying graphics to Microsoft Excel 


1 Start or activate the application from which you want to copy, and open or 
activate the document that contains the picture you want to Copy. 


2 Follow the application’s procedures for copying. Many applications have an 
Edit Copy command to do this. 


3 Activate the Microsoft Excel worksheet or macro sheet into which you want 
to paste the copied picture. 


Select a cell or object where you want the picture pasted. 
To paste an unlinked picture, choose Edit Paste. 


Hi Verte ites tindiep oyatene oeebh iene: Werotenn 20) svelte aggre diene Werte anne’ 
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Exporting Microsoft Excel Documents as Pictures 


You can copy a picture of a Microsoft Excel chart or a portion of a worksheet and 
paste that picture into another application, such as a word processor. 


You can export pictures to any applications that support the PICT format on the 
Clipboard. If the application you export to supports the Apple Edition Manager or 
DDE, you can also link the picture to the Microsoft Excel document, so the copy 
is updated whenever the Microsoft Excel document is updated. The Apple 
Edition Manager and DDE are available only if you're using system software 
version 7.0. For more information, see “Creating Publishers and Subscribers” in 
Chapter 8 and also consult your Macintosh documentation. 


Graphics with Other Applications oY) 


ages 


sus Copying a picture of cells to another application 
1 In Microsoft Excel. select the cells you want lo copy. 
2 Hold down SHIFT and choose Edit Copy Picture. 


Microsoft Excel displays a dialog box so you can specify whether to copy the 
selection as shown on the screen or as shown when printed. 


3 Tocopy exactly what you see on the screen, along with row and column head- 


ings and gridlines if they are currently displayed, select the As Shown On 
Screen option. 
To copy what you would see if you printed the selection, select the As Shown 
When Printed option. 
Choose OK. 
Start or activate the application into which you want to paste the copy, and 
open or activate the document into which you want to paste. 

6 Paste the copy from the Clipboard using the procedure for pasting data in the 
application you are copying to. 

ums Copying a picture of a chart to another application 

1 In Microsoft Excel, activate the chart document or select the embedded chart 
you want to Copy. 

> Hold down suet and choose Edit Copy Picture. 


Mic reamertt Paced clingehaye vt elite berg ser yen cannes honse whether to copy the 
Tarte aleawin en Hie as reer anda shawn when pre Lintesel. 


ee RT) 0 Lo Hie oe peu, ondued tet Ae Nhiowiy (dey Pere 
OPHOH OF OPHOHS, 
To copy what you would see if you printed the chart, select the As Shown 
When Printed option or options. 
Choose OK. 
Start or activate the application into which you want to paste the chart, and 
open or activate the document in which you want to paste. 

6 Paste the copy from the Clipboard using the procedure for pasting data in the 
application you are copying to. 
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Printing oe 


, vil : 
Without quitting Microsoft Excel, you can set up printers and eee 


= 2) 


. * * ef , 
specify printing options, such as landscape or portrait printing, 1 OU "rise Site hy 


bit 


_ 
~ 5 





can define the printed page to look the way you want, by including a bing 
or omitting column headings and gridlines, adding and formatting «ss eaeg ne 
headers and footers, and centering the page horizontally and verti- Recmemnen) ‘5 
cally. Before you print, you can preview your pages and change ae 


Pr 
your margins in the preview window. - 


Wie wot lg 
NOTE Unless otherwise noted, all information and procedures for \. 
working with worksheets also apply to macro sheets. " + cele 


Opening a Microsoft Excel Document with Linked Pictures When you open a 
Microsoft Excel document that contains pictures linked to another application, 
Microsoft Excel asks you if you want to reestablish the links to the other a 
application. Choose Yes to reestablish the links so the picture will be updated. s 
Choose No to freeze the links and use the picture as it was last updated; Microsoft * 

Excel will ask you if you want to reestablish links the next time you open the : 
document. If the other application is not running, Microsoft Excel asks you if you 
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want to start the supporting application. If you don’t start the supporting appli- le AR 
cation, Microsoft Excel does not reestablish links to the application. Table of Contents ~ ee 
Setting Up Your Printer ... 525 an | 








Displaying and Changing a Link When you select a picture in Microsoft Excel 





& snares 
that is linked to another application, Microsoft Excel displays the link formula in ; Setting Up Your Pages ... 527 VR, a sogl ti 
the formula bar. The link formula identifies the application and document con- “ae jpgaee me 2) = Previewing Your Pages ... 533 Dis a ee 
taining the source picture. You can edit the link formula in the formula bar to link “% ~ Hy Printing ... 539 Z 
the picture to a different source document. For more information on the link RMB EE re 


formula, see “Linking Documents” in Chapter 8. The linked picture is updated 
only if the document providing the source data is also open. 









Pasting Only the Picture Portion of the Clipboard If the Clipboard contains 

both pictures and data, and if a cell is selected when you choose Edit Paste in 
Microsoft Excel, Microsoft Excel automatically pastes the data, If a graphic 
object Is sclected when you choone Halt Muste, Micronofl Excel pastes the pleture, 
If the Clipboard contains only data, and if an object is selected when you choose 
Edit Paste, Microsoft Excel creates a text box and pastes the data from the Clip- 
board to the text box. 


Setting Up Your Printer et Te 
‘To set up u printer for Microsoft Excel, you must have first installed the printer. et a ae 
' Once you have installed the printer you want to use, you use the Chooser desk, on : 
accessory on the Apple menu to select the printer. For more inf 
installing printers, see your Macintosh documentation. 7 
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; § 3 ae “ 
\ Forinformationon See Siete 
Setting up the printed page “Setting Up Your Pages” later in this chapter». ‘: : 
Printing “Printing” later in this chapter OR. load 
Printing the Info window “Viewing Detailed Information About Celis” in * 
Chapter 6 


Online Help also provides information on setting up your printer. To display** an 
online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not —- the sg 
menu, display Help by pointing to the Help menu icon and choosing the anats 
screw Excel Help command. For information on a specific command, select ( i ‘ee 
the Commands topic. For information on using online Help, see “Using Help in ee ae 
Chapter |. : 
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. . . 7 MH 
Installing and Selecting a Printer Setting Up Your Pages , h 
af 
You use the Chooser desk accessory on the Apple menu to select a printer from You can control the appearance of your printed worksheet, chart, or macro sheet 3 
the list of printers you've installed. by selecting the page layout options you want. For documents of more than one ' bikis 
Before you can select a printer, you must install the printer driver for the printer page, you can set manual page breaks and specify column and row titles to appear ae 
you want to use. The following procedure describes how to install a printer on each page. i ih 
driver. For more information, see your printer documentation. : ee nv a 1 a 
Tht Installing a printer Setting up your printer “Setting Up Your Printer’ earlier in this chapter a t 
& : . Ga 
1 Copy the printer driver for the printer you want to install to the System Formatting a worksheet Chapter 5, “Formatting a Worksheet” : i 
Folder. be tk 
2 If you will be printing on an Apple LaserWriter, use the Installer program Online Help also provides information on setting up your pages. To display a 
provided with your LaserWriter to install the LaserWriter driver. For online Help, choose the Window Help command. If you are using system ae 
information on using the Installer, see your LaserWriter documentation. software version 7.0 and the Help command does not appear on the Window ie 
nor , menu, display Help by pointing to the Help menu icon and choosing the ii) 
3 For best printing results, install the fonts designed for your printer using the Microsoft Excel Help command. For information on a specific command, select tag 
Font/DA Mover provided with your Macintosh system. The fonts for your the Commands topic. For information on using online Help, see “Using Help” in ey 
printer are provided with the printer. For information on the Font/DA Mover, Chapter |. Cr 
see your Macintosh documentation. : 


If you are using system software version 7.0, you do not need the Font/DA 
Mover to install your fonts. Instead, you just drag the fonts into the System 
Folder. 


Setting Up the Page Layout for Printing “’ 


The File Page Setup command controls the appearance of the printed document 
When you save a document, Microsoft Excel saves the page setup settings with | ». aa 
mua Selecting a printer ae eeeanes. m.. 


1 Choose the Chooser desk accessory from the Apple menu. With the File Page Setup command, you can define a header and footer to appear 


? 
on every page, change page margins, and specify whether to print gridlines and es 
a 


2 Select the icon for the printer you want to use. row and column headings. 


3 If you selected an AppleTalk printer and your AppleTalk network is con- The following settings in the File Page Setup dialog box may vary, depending on ee 
nected to other AppleTalk networks, you'll see a list of the AppleTalk zones which type of window is active. If you are printing a chart, there are no options ni 
that are available on your network. Select the zone containing the printer you for printing gridlines and row and column headings, and there’s an extra option a) 
want to use. for setting the size of your printed chart. The Header, Footer, and Margins op- se 

4 If you selected an ImageWriter, in the Select A Printer Port box, select the tions work the same way for printing charts as they do for printing worksheets. ha 
icon for the Macintosh port that is connected to your Image Writer. When you print the information displayed in the Info window, File Page Setup 43 

determines the appearance of the pages. The File Page Setup options for the Info hi 


If you selected an AppleTalk printer, select the name of the printer you want 
to use. 


window are the same as for worksheets. 


= Header/Footer Specifies the content of the header or footer and its position 
on the page. For all new documents, the default header is the document name 
and the default footer is the word “Page” and the page number. Regardless of t 
how your margins are set, headers are always printed 1/2 inch from the top I 
and 3/4 inch from the side of the page. Footers are always printed 1/2 inch be 
from the bottom and 3/4 inch from the side of the page. For information on * 
specifying headers and footers, see “More About Setting Up Your Pages,” kes 
later in this section. 


5 Click the close box to close the Chooser dialog box and save your printer 
selection. 
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= Margins Specifies the amount of space between the edge of the paper ange 
the printed arca on the top, bottom, left, and right sides of the page. Margin 4 
settings do not affect the placement of headers and footers. Make sure you m 
your margins large enough to allow space for the headers and footers. 


=» Center Centers the document horizontally or vertically on the page. a 


= Print Row and Column Headings (Worksheets and macro sheets only) 
Controls whether the row and column headings are printed. 


a Print Gridlines (Worksheets and macro sheets only) Controls whether the 
gridlines are printed. . 


Turning off gridlines for printing does not affect whether or not they are 
displayed on the screen. To turn off screen display of gridlines, use the 
Options Display command. If you turn off the gridlines on your screen display 
with the Options Display command, Microsoft Excel turns off the Gridlines 


check box in the File Page Setup dialog box so the gridlines will not be printed, 


s Size (Charts only) Specifies how you want the chart printed on the page. 
You can print the chart screen size (print the chart the same size as on the 
screen), fit to page (print the chart as large as possible while retaining its 
height-to-width ratio), or full page (print the chart to fit the entire page, 
regardless of its height-to-width ratio on the screen). 


You can also specify other page setup options, such as vertical or horizontal 


orientation, which depend on the type of printer you have installed. These options 4 


are saved with the current document. For example, if you want to print several 
charts horizontally and then print a worksheet vertically, you can save the orien- 
tation you want with each document by selecting the option with the Page Setup 
command. 


sin Setting up the page layout 
1 Choose File Page Setup. 


A dialog box is displayed with various options, depending on the type of 
window that is active (worksheet, chart, or Info window). 


2 Select the page setup options you want. 
3 Choose OK. 
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Setting Manual Page Breaks are Se 
‘< longer than one page. Microsoft Excel divides it in . 
Sia in the File Page Setup dialog box. For — ned 
ft Excel first paginates vertically to the last ro A 
he last column of data. 
aks with the Options Set Page Break command. The 


-an set manual page bre nth = 3 
‘ees ‘Ilustrations show how to indicate where you wan manual page breaks 


if a docume 
on the margin settings 
macro sheets, Microso 
and then horizontally to t 


To insert this page break, select this cell and 
choose Options Set Page Break. 


a 


eee Sa 


| 
Hi 





this 
To insert these page breaks, select 
cell and choose Options Set Page Break. 





When you set a manual page break, Microsoft Excel aajees ot 
b cate the rest of the worksheet. if you want to “ yo Pp — 
Print Preview command. You can distinguish — Mec rae wie 
page breaks because manual page breaks are darker. rag 


the document. 
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a row: 
The following iHustration Shows print titles in ar 








You can control whether automatic page breaks appear on the screen with the jo. 
Options Display command. Manual page breaks always appear. . 
mus Setting a manual page break 

To do this procedure, you must be using full menus. Sp 
4 Select the cell below or to the right of the gridline where you want the page a 


mMecro Window 
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break. fe 
2 Choose Options Set Page Break. i g 
hes tM 
ne 
sua Removing a manual page break : ‘6 a 
ee 
fle 1 


When you select a cell below or to the right of a manual page break, the Options 3 


<p oe * 
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Set Page Break command changes to Options Remove Page Break. 

















4/14/9) 
To do this procedure, you must be using full menus. anise 
1 Select any cell directly below or to the right of the manual page break. A019 
: Hos jn row 3 at the top of every page, 
To print the titles in row Set Print Titles 


2 Choose Options Remove Page Break. 
. : select the row and choose Options 


sas Removing all manual page breaks 


r column print titles 
To do this procedure, you must be using full menus. sil Setting a p 


To do this procedure, you must be using full menus. 


hat contain the titles you want. You must select 










1 Select the entire worksheet. 
4 Select the rows or columns t 


the entire row OF column. | | 
th rows and columns, make a multiple selection, 


tles and one area for the row titles. 


2 Choose Options Remove Page Break. 
with one area 


To specify both | 
for the column U 
‘ons Set Print Tit 
Choose Options Set Print | | 
mes the area you select Print_Titles. You can use this mo to 
ou would any other named range. Whenever you pri 
‘ rints it with the titles you specified. 


Specifying Row or Column Titles 


You can specify print titles, which are row or column titles you want printed on 
each page of your worksheet. This feature is especially useful for large docu- 
ments in which you need to keep track of long rows or columns of data. The rows 
or columns you use for print titles can be anywhere on the worksheet. If you 
select a row for the print titles, they are printed at the top of the page; if you select 
a column for the print titles, they are printed at the left side of the page. 


les. 


Microsoft Excel na 
refer lo this area as 
worksheet, Microsoft Excel p 


yaa Canceling print titles 


1 Select the entire worksheet. 
Remove Print Titles. 
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You must select an entire row or column for print titles. You can designate multiple 
rows and columns, but they must be adjacent; for example, you can select rows 1 
and 2 or columns D and E, but not rows 1 and 4 or columns A and C. 


A 


2 Choose Options 
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By using the following codes in the Header and Footer boxes, you can align 
portions of the header or footer to the left, right, or center, include the page 
number, date, time, or document name; and print the header or footer in bold or 
italic. 


nt, ; - and footers in 
wwiewing your documet arn e headers a ; 
a aia ae margins and page breaks, and # ent appears in the preview 
ed, with ila preview your document, the docum 

ace. When you k-th: Ce 
ace as shown In the following iWlustr 
wit Ss) 


Previewing Your Pages you can see each page exactly 28 1 will be print- 





ation. 













































Type To : lass. To magnily 

&L Left-align the characters that follow. re The mouse pine cc  afe want enlarged. : 

&C Center the characters that follow. 

&R Right-align the characters that follow. 

&B Print the characters that follow in bold. 

&l Print the characters that follow in italic. 

&U Print the characters that follow with an underline. 

&S Print the characters that follow with a strikethrough. 

&O Print the characters that follow in outline style. : 

&H Print the characters that follow in shadow style. a 

&D Print the current date. ee 

&T Print the current time. tf 

&F Print the name of the document. if 

&P Print the page number. HE 

&P+number Print the page number plus number. (For example, Hf 
&P+3 makes the page numbering start at 4.) 

&P—number Print the page number minus number. 

&& Print a single ampersand. 

& "fontname" Print the characters that follow "fontname” in the 






font you specify. Be sure to enclose the font name 
in double quotation marks. 


&aNn Print the characters that follow in the font size you 
specify. Use a two-digit number to specify the font 





Preview Page of 2 


A soroll bar helps you move between Page> 











tus bar. The buttons at th 



































ae ee The current page number 's pars page, enlarging the posuere 4 
&N Print the total number of pages in the document. window control viewing sana tee Setup dialog box. displaying the 
For example, in a 12-page document, enter Page the document, opening the he preview window. 
a wy . — Page 1 of nar — 2 of 12, column handles, and closing the p 
age 3 of 12, and so on, printed on the pages. eeeperne eei 
: eer awe = we : For information on — = “Selig Up Your Pages earlier in this chapter 
You can include any of these codes in a single header or footer. For example, you Changing page setting ae - pages, To display 
would type & L&" Helvetica" & 1OBudget& C&P&R&D to print “Budget” left- -_ vides information on previewing you hg system 
aligned in 10-point Helvetica, the page number centered, and the current date . Online Help also pro Window Help command. If you ar the Window 
: ' ’ e the Win ar on the 
right-aligned. online Help; choos mand does not appe 


on 7.0 and the Help com d choosing the 


o the Help menu icon an 


software verst he | 
ain display Help by pointing t 
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Microsolt Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 
Chapter | 


Previewing a Document 


You can preview your worksheet, chart, or macro sheet to see how it will look 
when you print it. For example, you can see your headers, footers, and margins as 


they will look on the page. By previewing before printing, you can save time and 
Inips to the printer. 


You can use the buttons at the top of the preview window as described in the 
following table 


To Choose this button 
View the next page | —_— =. Next + ii 
View the previous page Previous 

Magnify the page Zoom 

Print the page directly from print preview Print 

Display the File Page Setup dialog box Setup 

Display the current margin settings and column widths Margins 

Return to the document window Close 





aus Previewing a document 


> Choose File Print Preview. 


Microsolt Excel displays your document as it will look when it is printed. 
Your document ts initially reduced so the entire page fits on the screen. 


You can also preview your document by turning on the Print Preview check box 
in the File Print dialog box before you print your document. This allows you to 
Pieview opeciii: pages tation han the eile docuinen| For mare tifornation an 


Nhe bile Print dialog hax, see the fallawing sentian, “Printing.” 


Previewing a Document In Actual Size 
There are two ways to preview your document: 


es Full-page view Reduced view with one full page in the preview window. 


= Actual-size view 


Enlarged view with only a portion of the page in the 
preview window, 


When you first preview your document, you see full-page view: an entire page 
on the screen. If you want a closer look at the page, you can enlarge the page to 


actual size. You can switch between these two views of your document by using 
the Zoom button. 








Previewing Your Pages 
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ae ae F a Lathe | whOSKE SEE eS eNotes ee : 
si “ific f the document i 

The following procedures describe how to enlarge a ee caer ati ig 

The following to actual-size view, how to return to full-pag i 

from full-page view witch between the two views. 4 aes 

actual-size view, and how to quickly switc ia 

ac *3 ‘ : Be 

tabi E o actual-size view af 

yuu Switching from full-page view t y 


© » Click the Zoom button. 
Or, click the area of the document ore 
mouse pointer Is over the page it ts sha 


© Pm Press Z 


“nit ll- 
Microsott Excel switches the document from tu 


want to see in actual Size. When the 
ped like a magnifying glass. 


--s=* 
ee 
= 3 


page view lo actual-size 
view, 


yuu ~Peturning to full-page view Saas 
When you want to switch from actual-size View to full-pag 


© Pm Click the Zoom button. 


e" pm Press Z. 


Microsolt Excel switch 
page view. 


es the document from actual-size view back to fu 


Scrolling Through a Document ms 
dures when you want to move to the next ee ; 

fic page ina document when you are In fu — * 
other section of the current page when you 


Use the following proces a 
previous page, or a spec! 
or when you want to see an 


actual-size view. 


sua Previewing the next or previous page in full-page view 


i i - iew, vertical 
\iple-page document displayed in full-page vie 


When you have a mul revious page in 


i T xt or 
scroll bars appear in the preview window. To go to the ne P 
tree che renee when Your APE in full-page view: ee: 
® Pm (lu bh ile Nuat on [revienis Vouuttaney Gan per te ilies Hot one prev ren | ‘ ” 
“ 
foray Vie be dves tage ent Dewitt roll arraw on the vertival wert 





Young e tet 


> Press N or Pto move to the next OF previous pape. 


age. 
You can also press ENTER to go to the next pag 


is di nd the Previous 
Next button is unavailable when the last page = displayed, 4 
— aan is unavailable when the first page 'S displayed. 
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mun Scrolling to a specific page in full-page view 


Use the follow 
ing procedure when are j 
eat" you are in full-page view 
particular page in the document. page view and want to gotoa 


The page ors chi 
€ page numbers change in the status bar at the bottom of the screen 


sun Scrolling in a document in actual-size view with the mouse 


When your document is | 
your document is in actual-size view, horizontal and vertical scroll bars 


appear in the preview window. Us 
. Use the foll ' 
the page with the mouse. owing procedures to view the rest of 


To 
Move to the left of th eck 4 
eft of the page Cli 1 the ontal 
ck the left scroll arrow in izonta 
ge te scroll bar. =, 
O 
e right of the page Click the right scroll arrow in the 
horizontal scroll bar. 


0 


Move to the top of the page 


Move to the bottom of 
the page Click th 
e down scroll arrow i 
scroll bar. ne 


Drag the scroll box in ei 
: either scroll bar t 
the approximate position. : 


Click the Next button. 
Click the Previous button. 


Move to a specific part of the page 


Move to the next page 
Move to the previous page 


- Scrolling in a document in actual-size view with the keyboard 
se > i “- 

5 = eS jag el document is in actual-size view to view 
To 

Move left, right, up, or down 

Move to the left of the page 

Move to the right of the page 

Move to the top of the page 

Move to the bottom of the page 

Move to the upper-left corner of the 


; ‘Press 
ARROW keys 





COMMAND+LEFT ARROW Of HOME 
COMMAND+RIGHT ARROW Or END 
COMMAND+UP ARROW 
COMMAND+DOWN ARROW 


ya COMMAND+HOME 
Move to the lower-ri 

s ght corner of the COMMAND+END 
Move to the next page N 


Move to the previous page 














Previewing Your Pages 





Changing the Margins fi 
argin setuings with the Margins button at the top of the | 
window. The margins are shown by dotted lines across the page with handles at 
either end. You can change the margin positions by dragging the margin handles. 
For more information on margins, see “Setting Up Your Pages,” earlier in this 


chapter. 
nua Displaying the margins 
You can display the margins whenever yo 


You can display yourm 


=t..:- 
oa + 


Se ee 
re 
Sant 


ines -; j i 
_ a a ms 


u want to check or change your margin 


settings. i 
e Choose the Margins button. i 
The margins are indicated by dotted lines across the page. . 
: ’ aya 
yu +~—Adjusting the margins ue 
You can change the margins whenever you want to increase or decrease the i 
amount of white space between the worksheet or chart and the edge of the paper. ‘ 
> Drag the margin handle at either end of the dotted line. 
The status bar displays the size of the margin as you drag. | 
su Removing the margin lines \ 


You can remove the dotted lines representing the margins whenever you don't 


want to see them on the screen. 


» Choose the Margins button. 


Changing the Column Widths : 


When you preview a worksheet or macro sheet, you can display handles that ( 
show the column widths. You display the column handles by using the Margins 4%! 
button at the top of the window. You can change the width of a column by : 
dragging the column handle. For more information on column widths, see 
“Changing Column Widths and Row Heights” in Chapter 5. 


iu Displaying the column handles 
You can display the column handles whenever you want to check or change the 
column widths. The Margins button displays the column handles as well as the 


margin handles. 
> Choose the Margins button. 





Column handles appear across the top of the page over the right edge of each 
column. When the mouse pointer is over a column handle, it changes shape to 
indicate that you can change the column widths. The status bar displays the 


column width. 


a 
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siat Adjusting column width 


With the col 
umn handles displaye 
ayed, you can increas 
width while previe Sond increase or decrease : 
r : ¢ previewing a document in full-page view or in nonin Ai column 
eal 7 al-size view. 
: zg olumn handle to the left or right to change the column width 
ou cannot drag ac 
baie rae a column handle farther left than the left column bo 
not drag a column handle farther right than the right t = 
argin. 


If a change | 
ge in the column width causes Microsoft Excel to repaginate the 


document, Microsof 
rosoft Excel redisplays m 
the repagination. plays the same page you were viewing before 


sun ~Removing the column handles 


You can re 

move the handles re 

a s representing th 

to see them on the screen. EEE ORE PER SO 


Pm Choose the Margins button. 


Setting Up the Printed Page 


While you are oe 
i previewing a document 
one or more of the ' . you may realize that ; 
the Setu ie of the options you selected with the File Page a want to change 
ae ” _ at the top of the window, you can open the ———— With 
alog box and change heade vt " 
e id change headers, footers, orientation, and other asa pail 
' setup options 


without closing the 
sing the preview window. For more | 

5 ees east ; . Formo rmati : - 
section, “Setting Up Your Pages.” re information, see the preceding 


sau Displaying the Page Setup dialog box 


1 Choose the Setup button. 






F Printing 


The File Page Se 
ge Setup dialog ars 
sce p dialog box appears. The preview window remains on the 


2 Change any setup options you want. 
Choose OK. 


Printing the Document or Closing the Preview Window 


When you hi Pt 

u have finished iewi 

: previewing your docum 

or close the preview window. sind ument, you can print your document 
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uo Printing the document 


If you displayed the preview window by turning on the Print Preview check box 
in the File Print dialog box, just choose the Print button. Your document will be 
printed immediately since the File Print dialog box has already been displayed. 


if you displayed the preview window by using the File Print Preview command, 
use the following procedure to print your document. 


4 Choose the Print button. 

The File Print dialog box appears. 
2 Select the options you want. 
3 Choose the Print button. 


Microsoft Excel sends your document to the selected printer. For more 
information on selecting an installed printer, see “Setting Up Your Printer,” 


earlier in this chapter. For more information on printing a document, see the 
following section, “Printing.” 


uu Closing the preview window 


e Choose the Close button. 


The document window is redisplayed. 


This section describes how to print an entire document, a portion of a work- 
sheet, multiple selections of a worksheet, a range of pages, 4 chart, and the Info 
window. After you select what you want to print, you choose the File Print 
command to print it. 


For information on a Me 
Changing page settings “Setting Up Your Pages’ earlier in this chapter 
Changing the installed printer “Setting Up Your Printer” earlier in this chapter 


Online Help also provides information on printing. To display online Help, 
choose the Window Help command. If you are using system software version 7.0 
and the Help command does not appear on the Window menu, display Help by 
pointing to the Help menu icon and choosing the Microsoft Excel Help com- 
mand. For information on a specific command, select the Commands topic. For 
information on using online Help, see “Using Help” in Chapter t. 


Printing a Document 


Use the File Print command to print a document. If you are printing a worksheet 


or macro sheet, you can specify that Microsoft Excel print only the sheet, only the 


cell notes, or both. In addition, you can Use the File Print command to specify 
page ranges and to preview the document. 
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aia Printing a document 
1 Choose File Print. 


2 If you want to print more than one copy, type the number of copies you want 
to print. 


3 If you want to print a range of pages, type the number of the first page you 


want in the From box and the last page you want in the To box. 


To preview the pages and page breaks on the screen before printing, turn on 
the Print Preview check box. When you choose OK, the first page of the 
document is displayed in the preview window. You can also preview your 
document with the File Print Preview command. For more information on the 
preview window, see the preceding section, “Previewing Your Pages.” 


If you are printing a worksheet or macro sheet, select the Sheet option to print 
only the sheet, the Notes option to print only the notes from the sheet, or the 
Both option to print both. 


6 Choose OK. 


Microsoft Excel displays a message indicating it is printing your document. If 
you want to cancel printing, press COMMAND+PERIOD. 


Printing Sections of a Worksheet 


If you want to print a range of a worksheet or macro sheet that is not made up of 
whole pages, define the range as the print area. Only the print area is printed 
when you choose the File Print command. If you specify printing of notes, only 
the notes from the print area are printed. 


If you make a multiple selection before defining the print area, the individual 


selections are printed on separate pages, one after the other, in the order they 
were selected. 


When you define a print area with the Options Set Print Area command, 
Microsoft Excel names the range or ranges you select Print_Area. You can use 
this name to refer to this area as you would any other named range. Whenever 
you print the worksheet, Microsoft Excel prints the area you specified until you 
redefine the print area or delete the name Print_Area. For more information on 
named ranges, see “Naming Cells and Formulas” in Chapter 6. 
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sua Printing a section of a worksheet 
1 Select the range or ranges you want to print. 
Choose Options Set Print Area. 


2 
3 Choose File Prnnt. 
4 


: copies you want 
If you want to print more than one copy, type the number of copies y 


to print. 


, 


6 To preview the pages and page breaks on the screen before printing, turn on 


the Print Preview check box. When you choose OK, the first page of the 


i 5 view your 
document 1s displayed in the preview window. You can also cane ee 
document with the File Print Preview command. For more in oO 


ee ees eas ‘aes 
preview window, see the preceding section, “Previewing ¥ 


selec ion to print 
7 If you are printing a worksheet or macro sheet, select the Sheet option to p 


i yf or the 
only the sheet, the Notes option to print only the notes from the sheet, 


Both option to print both. 
8 Choose OK. 


indicating it is print -ument. If 
Microsoft Excel displays a message indicating It Is printing your docum 


you want to cancel printing, press COMMAND+ PERIOD. 


sua Removing the print area 


int area, you 
If you want to print the entire worksheet after you have defined a print a y 


Pages.” 


ions command. 
must remove the print area with the Options Remove Print Area co 


1 Select the entire worksheet. 


2 Choose Options Remove Print Area. 


More About Printing 


: 


Tose Guidelines 


Printing the Info Window When the Info window is active, File mn _ an 
‘nformation displayed in the Info window for the selected cells ont : pee 
, all of the information about the worksheet, select the entire 


To print tion ork 
before you activate the Info window for printing. 


You can specify what Is displayed in the Info window with the Info menu 


i ; ive. 
commands, which are available when the Info ee re 
information on the Info window, see “Auditing a orksheet, 


For more 
Chapter 6. 
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All of the File Print dialog box options are available and work the same for the 
Info window as for a worksheet. For a description of these options, see “Printing 
a Document,” earlier in this section. 


Printing a Chart =When a chart is the active document, the File Print command 
prints the chart. The size of the chart is determined by the File Page Setup dialog 
box settings. For more information, see “Setting Up Your Pages,” earlier in this 
chapter. 


The File Print dialog box for charts has fewer options than the dialog box for 
worksheets, but the available options in the dialog box for charts work the same 
way as the options for worksheets. For more information on these options, see 
“Printing a Document,” earlier in this section. 


Printing More than One Worksheet or Macro Sheet = You can print several 
Microsoft Excel worksheets and macro sheets at the same time by first defining 
them as a workgroup. To do this, open all the worksheets and macro sheets you 
want to print and choose the Window Workgroup command. To identify the 
sheets that are part of the workgroup, Microsoft Excel adds “| Workgroup]” to the 
sheet name in the title bar. When you choose the File Print command, all the 
sheets in the workgroup are printed, one after another. You cannot include a chart 
ina workgroup. For information on defining and editing a workgroup, see “Edit- 
ing Worksheets as a Group,” in Chapter 8. 


Troubleshooting 


Printing a 3-D Chart on a Plotter Microsoft Excel may not be able to print your 
three-dimensional chart on an electronic plotter. If you have this problem, change 
the chart to a two-dimensional chart type or use a regular printer. 
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Chapter 16 Customizing the Workspace and Protecting Data ... 545 
Tailoring Microsoft Excel to your work by using workspaces, 
startup documents, templates, and color palettes. Protecting whole 
documents or selected parts from inadvertent changes. 


Chapter 17 Creating and Using Custom Worksheet 
Functions ... 563 


Writing worksheet functions to fit your special needs. 


Chapter 18 Automating Tasks with Command Macros ... 575 
Recording and playing back command macros (sequences of 
actions and commands) to increase your speed and accuracy when 
doing repetitive or complex tasks. Creating buttons you can use to 
run command macros. 


Chapter 19 Designing and Writing a Command Macro ... 591 
Writing command macros using the Microsoft Excel macro 
functions. Making command macros respond differently under 
varying conditions. 


Chapter 20 Creating a Custom Application ... 615 

Creating your own application including menus, commands, and 
dialog boxes. Creating custom Help topics. Creating add-in macros. 
Creating macro sheets for users in other countries. Using code 
resources as functions in your worksheets and macro sheets. 
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Customizing the Workspace and 
Protecting Data 


With Microsoft Excel you can set up your computer working 
environment to match the specific jobs you perform. Once you 
have things set up, you can store your settings for future use. With 
Microsoft Excel, you can protect your settings from unwanted 
changes. You can protect cells, objects, documents, and the 
position of windows on your screen. 


This chapter does not discuss customizing menus and commands. 
For that information, see Chapter 20, “Creating a Custom 
Application.” 


NOTE Unless otherwise noted, all information and procedures for 
working with worksheets also apply to macro sheets. 


Table of Contents 

Setting Up a Workspace ... 545 

Specifying a Startup Folder and Document ... 549 
Creating and Using a Document Template ... 551 
Creating a Custom Color Palette ... 554 
Protecting Documents and Windows ... 556 


Setting Up a Workspace 


The workspace is the main work area used by Microsoft Excel to display the 
documents you have open. You can set up the workspace to best suit the tasks at 
hand and the way you work. When you set up your workspace, you Can. 


= Hide windows in the workspace. 
= Turn on or off parts of the application, such as the scroll bars and status bar. 


= Set options that apply to all of the documents open in the workspace, such as 
the type of cell references used. 


When you have the workspace set up as you want it, you can save the workspace 
as a workspace file. When you save a workspace file, Microsoft Excel saves the 
settings for the workspace and also saves a list of the names of documents cur- 
rently open. 


Once you save the hist of documents as a workspace file, you can reopen all of 
them al once just by opening the workspace file. This makes it easy for you to 
pick up a task where you left off. A workspace file is also useful if you work with 
a particular set of documents for certain tasks. You can create a workspace file 
for each task you do and save each workspace under a different name. You open 
a workspace file the same way you open a regular document. 
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Workspace files also can be useful in command macros and as startup docu- 
ments—documents that are opened every time you start Microsoft Excel 


For information on See 


Startup documents “Specifying a Startup Folder and Document” later 
in this chapter 
Command macros that run “Running a Command Macro” in Chapter 18 


automatically 


Custom applications Chapter 20, "Creating a Custom Application" 


au Hiding a window 


Hiding a window reduces the number of windows on your screen and helps 
prevent unwanted changes to the document in the window. Hiding a window 
doesn't break any links to other documents or make macros in the hidden win- 
dow unavailable. 

To do this procedure, you must be using full menus. 

1 Activate the window you want to hide. 


2 Choose Window Hide. 


mun Making a hidden window visible 


Make a hidden window visible when you need to make changes to it or when you 
need to see its formulas or documentation. 


To do this procedure, you must be using full menus. 
1 Choose Window Unhide. 


If the hidden window contains the only open document in the workspace 
choose File Unhide. 


In the Unhide box, select the name of the window you want to make visible 
Choose OK. 


uuu Displaying or hiding parts of the workspace 


With the Options Workspace command, you can specify which parts of the 
workspace you want to use. This lets you customize Microsoft Excel for the 
various tasks you do. For example, suppose you create a workspace that includes 
a macro sheet of printing macros for advanced printing tasks. You can turn the 
formula bar off, so that documents cannot be changed when you are using that 
workspace. You can also turn on or tum off the status bar, tool bar, and scroll 
bars. You can specify a key to activate the menu bar and specify whether you 
want underlines to appear on menus to indicate the access keys you can press to 
select a menu or choose a command. 9 


IMPORTANT 


_ —_—_—_ 


Setting Up a Workspace 





To do this procedure, you must be using full menus. 


1 Choose Options Workspace. 


2 To display or hide scroll bars in the workspace, turn the Scroll Bars check box 


on or off. 

To display or hide the status bar, turn the Status Bar check box on or off. 

To display or hide the formula bar, turn the Formula Bar check box on or off. 
To display or hide the tool bar, tum the Tool Bar check box on or off. 

To specify a key to activate the menu bar, type the key in the Alternate Menu 
Key box. 

To tur command underlines on oF off, select On or Off. You can also select 


the Automatic option to have the underlines appear only when you activate 
the menu bar with the keyboard. 


3 Choose OK. 


suun-_ Changing other workspace settings 


You can change the type of references displayed, have Microsoft Excel move the 
selection after you press ENTER, and specify a fixed number of decimal places so 
you don’t have to type a decimal point when entering decimals. If you are using 
system software version 7.0, you can also turn on OF off requests for data from 
other applications linked to Microsoft Excel. 


To do this procedure, you must be using full menus. 
1 Choose Options Workspace. 
2 Select the options you want. 


If you want a description of the dialog box options, you can press 


COMMAND+SLASH (/) while the dialog box is displayed on your screen 


mun Saving a workspace 

To do this procedure, you must be using full menus. 

1 Choose File Save Workspace. 

2 Inthe Save Workspace As box, type a name for the workspace file. 
3 Choose OK. 


If you have unsaved documents, Microsoft Excel displays a series of 
messages asking if you want to save your changes. To save the changes, 
choose Yes. To ignore the changes, choose No. To cancel the File Save 
Workspace command, choose Cancel. 


A workspace file is really a list of documents—not the documents themselves. 
Make sure you save changes to all documents listed in a workspace before you 
close the workspace. If you have not saved the documents on your disk, you will 
not be able to reopen them, even though they were open when you saved the 
workspace file. 
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Guidelines 


Settings Saved with the Workspace In addition toa list of all documents that are 


open, a workspace file stores the following information: 
= Position and size of all windows used for the open documents 
a Options selected in the Options Workspace dialog box 


a Options selected in the Options Display dialog box for each worksheet or 
macro sheet 


es Preferred chart type 
a Global calculation settings (Automatic/Manual and Iteration) 
a Menu style (full or short menus) 


a Info window settings 


Using Individual Documents =You can open separately any document you've 
saved in a workspace file. Any changes you make to the document or to its 
document window size and position are reflected the next time you open the 
document as part of the workspace file. 


Earlier Versions Cannot Open Microsoft Excel 3.0 Workspace Files Earlier 


versions of Microsoft Excel cannot open workspace files created by Microsoft 
Excel version 3. 


Tips 


Matching Workspace Files to Tasks You might find it useful to set up several 
workspace files to accommodate each arrangement of windows and documents 
you use. When you want to work with a particular set of documents and win- 
dows, you open the appropriate workspace file. For example, you might set up 
one workspace file for calculating sales commissions and another for budget 
forecasting. 


Saving a Document as Hidden To save a document as hidden, hide the docu- 
ment window with the Window Hide command, and then choose File Quit. When 


Microsoft Excel prompts you to save your changes, choose OK. The next time 
you open the document it will be hidden. 


Opening a Workspace File Automatically You can set up Microsoft Excel so it 
opens certain documents every time you star the application. For example, your 
startup document could be a macro sheet or a workspace file. For information 
on opening documents automatically, see the following section, “Specifying a 
Startup Folder and Document.” 
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You can also use a special type of macro that automatically pa a neice 
file whenever you open a certain worksheet or macro sheet. UF ao ph 

4 macro ina workspace file. For more information - aoe o 3 
“Creating a Macro That Runs Automatically” in Chapter -V- 


fying a Startup Folder and Document 


Microsoft Excel automatically nan : oe a ramet amp 
Sten Fel they a opened pon one when you start Microsoft 
Excel: 

es Worksheets 

e Charts 

= Macro sheets 

s Add-ins 

= Workspace tiles | | | 

Also, any templates 1n the Excel Startup Folder will be listed in the dialog box 


’ sti | is especi seful 
when you choose the File New command. The startup folder is a gl 
for working with templates and custom applications written wit icr 
mucros. . | le 
You can also specify an additional startup folder. Each time you - - le 
Excel, all Microsoft Excel documents in your additional _— fo pongo Dri 

fer tl uments | . standard startup folder are openee. se 
after the documents In the standar hes an 7 , 
startup folder if your organization wants to create a standard startup folder share 


on a network server. 


mus Specifying an additional startup folder 

1 Choose File Open. | 

2 Select the Alternate Startup document in the Library folder in the folder 
containing Microsoft Excel. 


Choose the Open button. 


Type the pathname of the additional startup folder you want. 


Choose OK. 
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mua Specifying a startup document for Microsoft Excel version 2.2 


Generally, you should specify a document as a startup document by placing it in 
the Excel Startup Folder. However, for compatibility with Microsoft Excel for the 
Macintosh version 2.2, you can specify a startup document by placing it in the 
System Folder and naming it “Excel Startup.” 


> e ‘'_ > - > = s ; 
1 Place in the System Folder the document you want Microsoft Excel to open 
automatically each time tt starts. 


2 Name the document “Excel Startup.” 


miut~—Canceling a startup document 


To cancel your startup document, you can do one of three things: 


> Move the startup document to another folder. 
> Drag the startup document to the Trash. 


> Change the name of your startup document (if you named it “Excel Startup”) 


More About Specifying a Startup Folder and Document 


-* 


syercass Guideline 





Using Subfolders in the Startup Folder Documents in subfolders contained in 
the startup folder are not opened when you start Microsoft Excel. You can use 


subfolders in the startup folder to store documents that support the documents in 
the startup folder. 


Weis: Troubleshooting ~ 


Startup Document Not Opening If your startup documents do not open when 
you first start Microsoft Excel. make sure that you have: 


ms Placed your startup documents in the Excel Startup folder or in the additional 
startup folder you specified. 
or 

a 


Placed the startup document in the System Folder and named the startup 
document “Excel Startup.” 


_ ————— 
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Creating and Using a Document Template 


A template is a document you create as the basic pattem for other similar docu- 
ments. For instance, you can create an expense report, save it as a template, and 
use the template to fillin the data that varies every month, quarter, or year. 


You can use templates to create worksheets, charts, and macro sheets that have 

text. formulas, styles, and formats already in place in the newly created docu- 

ment, Templates are useful in your day-to-day work because they can help you: 

a Savetime Templates already have all your standard text, formulas, format- 
ting, and styles in place so you don’t have to copy or re-enter them for each 
document. 

a Create consistency Templates make it easy lo achieve consistency 
between reports, presentalions, and applications, even if they are created by 
several different people. 

s Develop custom applications Templates are handy for having predefined 
layouts, range Names. and macros that run automatically already in place in 
your documents. 


Online Help also provides information on creating and using a document tem- 
plate. To display online Help, choose the Window Help command. If you are 
using system software version 7.0 and the Help command does not appear on the 
Window menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


Templates tunction the same way as system software version 7.0 stationery 
documents. Templates created with Microsoft Excel are automatically recognized 
by the Finder as stationery documents 


Creating a Template 


You can create a template based on an existing worksheet, chart, or marcro sheet, 
or you can create a template from scratch in a new document. When you save a 
document as a template, you can save it in any folder, including your startup 
folder. If you save a template in your startup folder, the name of your template 
will automatically appear in the File New dialog box when you choose File New. 


sua Creating a template 


, Create a worksheet, chart, or macro sheet with all the styles, formats, generic 
text, and macros you want in your template, or open a document that you want 
to use as a template. 


Choose File Save As. 
Type the name you want for the template. 


Choose the Options button. 
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5 Inthe File Format box, select the Template option. 
6 Choose OK. 


7 Choose the Save button to close the File Save As dialog box. 


Using a Template 


When you open a template, Microsoft Excel automatically makes a copy of the 
template and displays the new document in the workspace. Changes you make 
affect only the copy; the original template ts preserved. 

When Microsoft Excel makes a copy of the template for you to use, il gives the 


document a temporary name. For example, if you have a tax report template 
named Tax, Microsoft Excel gives it the temporary name Tax. 


The copy of the template is a new, unsaved document. When you choose to save 


or close the document, the File Save As dialog box appears. You can type a new 
name for the document or accept the name suggested by Microsoft Excel. 


sun Opening a template 


The names of the templates you saved in your startup folder are automatically 
displayed in the File New dialog box when you choose File New. The File New 
dialog box lists the template names after the Worksheet, Chart, and Macro Sheet 


options. If you did not save your templates in your startup folder, you can open 
them with the File Open command. 


When you create a new chart from a chart template, the data series that were 
used to create the chart on the template are not used for the new chart. Instead, 
the selection on the active worksheet is used to supply the data series for the new 


chart. Only the formatting characteristics of the template chart are used to create 
the new chart. 


1 To open a template in the startup folder, choose File New. 
To open a template in any other folder, choose File Open. 


2 Select the template you want to open. 


If you chose File Open and the template you want to open is not listed, switch 
to the folder containing the template by double-clicking the folder name in the 
list. For more information on changing drives and folders, see “Opening an 
Existing Worksheet” in Chapter 3. 


3 Choose the Open button. 
Microsoft Excel makes a copy of the template for you to use, displays it, and 
gives it the new temporary name. 

Editing a Template 


Once you have created a template, you can open the original template document 
any time you want to add, delete, or change an element in the template itself. 
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nus Editing a template 
1 Choose File Open. 


2 Select the template you want to edit. 


If the template you want to edit is not listed, switch io the folder containing 
the template by double-clicking the folder name tn the list. For more 
information on changing drives and folders, see “Opening an Existing 
Worksheet” in Chapter 3. 


3 Hold down SHIFT and choose the Open button. 
Microsoft Excel opens the original template document for editing. 
Edit the template. 
Choose File Save. 


Microsoft Excel saves the changes to your template. 


Deleting a Template 


You delete a template the same way you delete any document. For more informa- 
tion on deleting documents, see “Deleting a Worksheet” in Chapter 3 or “Delet- 
ing a Chart” in Chapter 12. 


mut Deleting a template 


IMPORTANT _ The File Delete command cannot be reversed with the Edit Undo command. If 


you delete a template from your disk, you cannot retrieve it. However, File Delete 
removes the template from the disk, but not from memory. If you inadvertently 
delete a template that is open, you can save it on your disk again with the File 
Save As command because the template is still in memory. 


To do this procedure, you must be using full menus. 
1 Choose File Delete. 
2 Select the template you want to delete. 


If the template you want to delete is not listed, switch to the folder contain- 
ing the template by double-clicking the folder name in the list. For more 
information on changing drives and folders, see “Opening an Existing 
Worksheet” in Chapter 3. 


3 Choose the Delete button. 


Microsoft Excel asks for confirmation before deleting the template. After you 
delete a template, the File Delete dialog box remains on the screen so you can 
select and delete other templates. 


4 Toclose the dialog box, choose the Close button. 
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Creating a Custom Color Palette 


Each Microsoft Excel document has a palette of 16 colors that you can apply to 
cells, fonts, gridlines, graphic objects, and items in a chart. You can customize 
the colors on the palette and copy color palettes between documents. 

Online Help also provides information on creating a custom color paletie. To 
display online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter |. 


mu Customizing colors in a color palette 


You can customize the shade and intensity of the colors in the color palette for a 
worksheet. macro sheet, or chart. This lets you create different color schemes for 
documents. You need a color monitor to customize colors in the color palette. If 
you are using a monochrome monitor, the names of colors are displayed, instead 
of the colors themselves. 


To do this procedure, you must be using full menus. 
1 Choose Options Color Palette. 
If you are working with a chart, choose Chart Color Palette. 


2 Inthe Color Palette box, select a color you want to change and choose the 
Edit button. You can also just double-click the color. 


The color wheel dialog box appears on your screen with the selected color 
displayed. 


3. Select the new color you want. 


For information on using the color wheel dialog box, see your Macintosh 
documentation, 


Choose OK. 


Repeat steps 2 through 4 for each color you want to change. 
6 Choose OK. 


Your color changes are applied to each object that uses the colors you 
changed. 


sua Copying custom color palettes between documents 


You can copy the color palette from one document to another to give sets of 
documents the same custom color scheme. For example, your organization can 
create a custom color template for all company presentations which matches your 
company's logo and image. 





MORE ABOUT 
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To do this procedure, you must be using full menus. 


1 Open the document whose color palette you want lo copy, 

2 Activate the document to which you want to copy 4 color palette. 
Choose Options Color Palette. 
I you are working with a chart, choose Chart Color Palette. 


4 Inthe Copy Colors From box, select the name of the document from which 
you want to copy a color palette. 


5 Choose OK 


More About Creating a Custom Color Palette 


I. . . ,  7:. .. 
P << Guidelines 


Copying Colored Objects Between Documents When you copy an object with a 
custom color from one document to another, the number of the color on the color 
paletie is copied with the object. For example, if an object has the third color in 
the palette (default red) and is copied to another document where the third color 
is orange, the object changes colors from red to orange. 


Resetting the Color Palette = The Default button in the Options Color Palette 
dialog box resets the colors of the palette to the original 16 colors. 








Tips 


Creating Colors for a Set of Documents If you want to create a consistent design 
and appearance for a set of documents, create and store a color paletic along with 
the cell styles in a master template. This way, you can be sure all your documents 
have the same styles and colors. For information on cell styles, see “Formatting 
with Cell Styles” in Chapter 5. For information on templates, see “Creating and 
Using a Document Template,” earlier in this chapter. 


Using Custom Colors in Custom Formats To include a color from the color 
palette in a custom number format, type within brackets color and the number of 
the color from the color palette in the custom format. The colors in the color 
palette are numbered | through 16 by column, starting with the upper-left color. 
For example. to format numbers and text to use the General format and to appear 
in the color in the upper-right comer of the Color Palette box, create the follow- 
ing custom format: 


General |color 9} 


You can also use the color names black, white, red, green, blue, yellow, magenta, 
and cyan within brackets in a Custom number format. If you use a color name in a 
format, text or numbers in that format will always have that color. If you use a 
number from the color palette in a format, text and numbers in that format will 
change whenever the corresponding color is changed in the palette. 
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Protecting Documents and Windows 


Protecting documents and windows helps safeguard against errors caused by 
accidental or unauthorized changes. This is important if the document contains 
sensitive information or if it must be shared by several users. You use different 
passwords with each of the different types of protection, so you can control 
exactly which privileges others have for a document. You can protect a docu- 
ment under the following circumstances: 


= While it is stored on disk You can use a protection password to prevent 


someone from opening a document or accessing linked data from a document, 


or a write reservation password to prevent someone from saving changes to a 
document. 


IMPORTANT 


a While it is open in Microsoft Excel You can prevent someone from 


changing a document's contents, objects, windows, or any combination of 
these. 


Preventing Document Files from Being Opened or Saved 


You can protect document files on the disk with passwords so that only those 
who know the password can open or save changes to the document file. Pass- 
words in Microsoft Excel are case-sensitive; can contain any combination of 

letters, numbers, and symbols; and can be up to 15 characters long. 

sun Preventing a document from being opened 


When you limit access to a document by assigning a password to it, the password 
is required to open the document, The password is also required for any linked 
documents to read data from the document. 


1 Open or activate the document. 
2 Choose File Save As. 

3 Choose the Options button. 

4 


In the Protection Password box, type a password. 


A dot appears in the Protection Password box for each character you type. 
5 Choose OK. 


A dialog box appears asking you to retype the password to confirm it. 
Retype the password. 
7 Choose OK. 


Microsoft Excel closes the password confirmation dialog box. The File Save 
As dialog box remains on the screen. 


8 Choose the Save button. 


If you have already saved the document with the same name in the same 
folder, Microsoft Excel displays a message asking if you want to replace the 


NOTE 
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existing document. To replace the saved document with the open document, 
choose the Yes button. To cancel the save so you can type a new name in the 
File Save As dialog box, choose the No button. 


When you open that document in the future, Microsolt Excel requires you to lype 
the correct password. 


If you forget a password, you cannot open the document or remove protection 
from the document. It’s a good idea to keep a list of your passwords and their 
corresponding document names in a safe place. 


nua Preventing changes from being saved 


You can protect a document so that anyone can open the document but only those 
who know the password can save changes to the document. Those who do not 
know the password must turn on the Read Only check box in the File Open 
dialog box to open the document. Whenever anyone tries to open the document 
with write permission (with the Read Only check box turned off), Microsoft 
Excel asks for the password. if the document is opened with the Read Only check 
box turned on and changes are made to it, the existing document cannot be re- 
placed with the changed document, but the changed document can be saved as a 
new document with a new name. 
1 Open or activate the document. 
2 Choose File Save As. 
3. Choose the Options button. 
4 Inthe Write Reservation Password box, type a password. 
A dot appears in the Write Reservation Password box for each character you 
lype. 
5 Choose OK. 
A dialog box appears asking you lo retype the password to confirm tt. 
6 Retype the password to confirm it. 


7 Choose OK. 


Microsoft Excel closes the password confirmation dialog box. The File Save 
As dialog box remains on the screen. 


8 Choose the Save button. 


If you have already saved the document with the same name in the same 
folder, Microsoft Excel displays a message asking tf you want to replace the 
existing document. To replace the saved document with the open document, 
choose the Yes button. If you want lo cancel saving so you can type a new 
name in the File Save As dialog box, chuose the No button. 


if a document has been saved with a write reservation password, no other docu- 
ment can be saved with the same name to replace the protected document. 
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sua’ Removing password protection 
1 Open or activate the document. 

2 Choose File Save As. 

3 Choose the Options button 

4 


In the Protection Password box or in the Write Reservation Password box, 
select the password. 


Press DELETE to remove the password. 


6 Choose OK. 


The File Save As dialog box remains on the screen, 


7 Choose the Suave button. 


If you are saving the document with the same name in the same folder, 
Microsott Excel displays a message asking if you want to replace the existing 
document, To remove the protection from the saved document, choose the 


Yes button. [ff you want to cancel saving so you can type a new name for the 
unprotected document, choose the No button. 


suns Recommending that a document be read-only 


You can have Microsoft Excel recommend that users open a document as read- 
only so they know they should not be changing a document unless necessary. 
You can use this as a protection method that is less strict than adding password 
protection, or to reinforce the password protections you have already applied. 
Only one person at a time can open the document with write permission; recom- 
mending that a document be opened read-only can also be used to remind users 
of a shared network document to open the document read-only when they don’t 
need to make changes to the document but other users might. 


1 Open or activate the document. 
Choose File Save As. 
Choose the Options button 


Turn on the Read-Only Recommended check box 


Choose OK. 


nt W NM 


The File Save As dialog box remains on the screen. 


6 Choose the Save button 


If you have already saved the document with the same name in the same 
folder, Microsoft Excel displays a message asking if you want to replace the 
existing document. To replace the saved document with the open document, 
choose the Yes button. If you want to cancel saving so you can type a new 
name in the File Save As dialog box, choose the No button. 


NOTE 
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Controlling Changes to Open Documents 


In addition to controlling whether or not a document can be opened or saved, you 
can control whether or not cells, graphic objects, oF windows can be changed 
while the document is open. 

Protecting specific cells ts useful when creating models or templates that you : 
want other people to be able to fill in but not rearrange or format. You can protect 
worksheet cells by locking or hiding them. 


s Locking acell prevents its contents from being changed. 


s Hiding acell prevents the cell's formula from being displayed in the formula 
bar when the cell is selected: only the result of the formula is displayed. 


Protecting graphic objects locks the objects so they cannot be selected, moved, 
sized. or formatted. You may want to protect objects once your document layout 
is complete to prevent objects from being changed accidentally. 


Microsoft Excel moves and/or sizes a locked graphic object with the underlying 
cells it you have used the Format Object Placement command to format the 
graphic object to move and size with cells or to move with cells. 


Protecting a document's window prevents others from sizing or Moving, opening, 

or closing individual windows into the document. Protect windows when you 

protect a document if you want to make sure that a document s windows are 

always sized and positioned the same each time the document is opened. 

When protecting cells and graphic objects, you must do two things: 

= Set the protection status of the worksheet cells and graphic objects with the 
Format Cell Protection or Format Object Protection command. 


s Choose the Options Protect Document or Chart Protect Document command 
to put into effect the protection status you specified. You also use these com- 
mands to turn protection of the document window on or off. 


sus Setting the protection status of worksheet cells 


To protect cells, you first set the protection status of the cells to locked wanes 
hidden us described in the following procedure, and then you turn on document 
protection to pul into effect the protection status of all the cells on the siete 
When you create a new worksheet or macro sheet, the protection status for all 
cells is initially set as locked and not hidden, 


To do this procedure, you must be using full menus. 
1 Select the cell or cells whose protection status you want lo change. 
2 Choose Format Cell Protection. 


3 Set the protection as you want by turning on or turning off the Locked and 
Hidden check boxes. 


4 Choose OK. 


a 
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ius Setting the protection status of graphic objects 


To protect graphic objects, you first set the protection status of the objects to 
locked as described in the following procedure, and then you turn on document 
protection to put into effect the protection status of all the objects on the work- 
sheet or macro sheet, including any chart that has been created as a graphic object 
on the sheet. When you add an object, the protection status of the object ts ini- 
tially set as locked. 

To do this procedure, you must be using full menus. 


4 Select the graphic object or objects whose protection status you want to 
change. 


Choose Format Object Protection. 


Set the protection as you want by turning on or turning off the Locked check 
box. 


To protect the contents of a text box. turn on the Lock Text check box. 
4 Choose OK. 


sun Turning on document and window protection 


Once you have set the protection status for worksheet cells and graphic objects, 
you must turn on document protection for those settings to lake effect. When you 
turn on document protection, you can also choose whether or not to protect the 
document windows. Document protection affects only the active document. 


To do this procedure, you must be using full menus. 


4 If you want to protect the document windows, you should size and position 
the document window or windows the way you want. 


2 If the active document is a worksheet or macro sheet, choose Options Protect 
Document. 


If the active document is a chart, choose Chart Protect Document. 
3 To protect cells on a worksheet or macro sheet, turn on the Cells check box. 


To protect objects on a worksheet or macro sheet, including any embedded 
chart on the sheet, turn on the Objects check box. 


To protect the contents of a chart that is in its own document window, turn on 
the Chart check box. 


To protect the document window, turn on the Windows check box. 


4 To prevent others from turning off the protection, type a password in the 
Password box. A dot appears in the Password box for each character 
you type. 


If you just want to protect the documen, from yourself to avoid accidental 
changes, you may not want to type a password. If you don’t type a password, 
you won't have to type a password when you want to turn off document 
protection. 


MORE ABOUT 
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5 Choose OK. 


6 If you typed a password, relype the password to confirm It. 


7 Choose OK. 


if you typed a password, you should note the password and the document name 
in a safe place, because you will need the password to turn off document 


protection. 


sua Turning off document protection 

To make changes to locked or hidden cells. locked graphic objects, or protected 

windows, you must turn off document protection, 

To do this procedure, you must be using full menus. 

1 If the active document is a worksheet or macro sheet, choose Options 
Unprotect Document. 


If the active document is a chart, choose Chart Unprotect Document. 


2 If the document is protected with a password, type the password in the 
Password box and choose OK. 


More About Protecting Documents and Windows 
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Guidelines 


Appearance of Protected Windows A window protected with the Options 
Protect Document or Chart Protect Document command does not display the 


close box or the zoom box: 
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Appearance of Unlocked Cells on a Protected Worksheet or Macro Sheet If yo 
turn off gridlines with the Options Display command, Microsoft Excel sisi 
any unlocked cells on the protected worksheet or macro sheet. If you have a 
the Format Border command to add borders that appear along the bottom of un- 


kes cells, Microsoft Excel does not display the underlines for those unlocked 
cells but displays the borders instead. 


— Between Unlocked Cells To move between unlocked cells on a pro- 
tected worksheet or macro sheet, press TAB. 
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Creating and Using Custom 
Worksheet Functions 


A custom function ts a function you create on a macro sheet by 
combining formulas and Microsoft Excel built-in functions. You 
use custom functions as you would use a built-in worksheet 
function such as SUM, however, because you create the custom 
function, you decide exactly what it does. Any formula or set of 
formulas that you can enter on your worksheets can be written as a 
custom function on a macro sheet. 


Use a custom function when you want to simplify specialized 
calculations that you perform often. Custom functions make your 
worksheets smaller by storing in just one place a specialized for- 
mula that you use in many places. For example, you could create a 
custom function to calculate the profit on a sale. Then, instead of 
using individual formulas whenever you want lo calculate profit on 
an income worksheet, you could just use the custom function. 


NOTE Unless otherwise noted, you edit, format, and print macro 
sheets using the same procedures you use for worksheets. 


Table of Contents 

Designing a Custom Function ... 563 
Writing a Custom Function ... 570 
Using a Custom Function ... 573 


Designing a Custom Function 


When creating a custom function, you need to design the following three parts: 
s Arguments to the function 
e Formulas in the function 


es Values returned by the function 
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For example, a custom function to calculate profit on a sale looks like this: 


Specifies the arguments to the custom function 





| |2 |CelculeteProfit Function te calculate profit 


=RESULT( 1) ‘Specify date type returned 
=ARGUMENT(“Units_Sold”,1) [Argument for totel units sold 


=ARGUMENT( “Cost”, 1) ‘Argument for prod cost of | unit | 


=ARGUMENT( “Price”, 1) ‘Argument for price of | umit 

=Units_Sold*(Price-Cost), Calculate total profit 

=RETURN(A7) iReturn result of calculation | 
Calculates the profit 


Returns the profit calculated in cell A7 


Designing the Arguments of a Custom Function 


Like Microsoft Excel's built-in functions, custom functions take arguments. To 
define the arguments your custom function will use, you use the ARGUMENT 
function. You must enter one ARGUMENT function for each argument your 
custom function uses. The first ARGUMENT function corresponds to the 

first argument given, the second to the second argument, and so on. The 
ARGUMENT functions must come at the beginning of the custom function. 


Using the ARGUMENT function, you define a name, such as “Units_Sold” or 
“Cost,” for the value of that argument. Other formulas on the macro sheet can 
then use that name to refer to the argument value. You also use the ARGUMENT 
function to specify what types of data the custom function can accept. 


The ARGUMENT function uses the following syntax: 
ARGUMENT(name_text,data_type_num,reference) 


s Thename textargument The name text argument specifies the argument 
name. This argument is optional if you specify the reference argument. 


You can use the same argument name, specified in name_ text, for different 
arguments in different custom functions on a macro sheet, but remember that 
a name can have only one definition at a time. Therefore, if one custom func- 
tion calls another custom function on the same macro sheet, the arguments to 
the two custom functions should have different names. Otherwise, when the 


second function is called, it will change the definitions of the names that may 
be used later in the first function. 


Be careful not to use names for arguments if those names are used elsewhere 


in the custom function as nonargument names. For example, if a cell is named 


Months on your macro sheet, then no arguments on the macro sheet should 
use the name Months. 
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The argument names defined in a custom function remain as defined names 
after the custom function ts calculated. After calculating a custom function, ; 
you can use the Formula Define Name command to find out the definitions o 
the names used in the custom function. 


The data type num argument (Optional) The data _ftype_num argument 
specifies that the argument entered in the custom function must be of a certain 
type, such as a number, text, or logical value. 


The argument data type Is specified by a number as follows: 


Value Data type 

{ Number 

9 Text 

4 Logical 

8 Reference 
16 Error 

64 Array 


The argument can be anything—formula, reference, constant—that rere rs a 
result of the specified data type. For example, an argument that Is supposed to 
be a number could be supplied as a formula that evaluates to a number, or a 
reference to a cell that contains a number. If an argument data type Is spect- 
fied to be an array, you Can enter a reference to a range of cells as the argu- 
ment: Microsoft Excel passes the array of values stored in that range. 

If the argument given with the custom function does not match the aon 
you specified, Microsoft Excel first attempts to convert it to the _ : : 
type. If it cannot be converted, the custom function does not run and return 
the #VALUE! error value. 


When using the data_type_num argument lo the ARGUMENT function, you 
can specify that the argument accept more than one data type by aang | 
together the values for different data types. For example, yeu eet ny si 
argument to accept either a number or text. The type for that argument shou 
be 3—the sum of | and 2. 


If you do not specify a data type in the ARGUMENT function, Microsoft 
Excel assumes the data type to be 7, meaning that single numbers, text, and 
logical values are allowed. 

The reference argument The reference argument specifies a reference - a 
cell or cell range on the macro sheet. This argument is optional if you specify 
the name text argument. 

When the reference argument Is included, Microsoft Excel places the argu 
ment value in the referenced cell or range. You can then refer to those cells 

in other formulas in the custom function. 
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When you use reference inan ARGUMENT function, make sure the reter- 
ence is the right size for the argument to be passed, and that the cells specified 
in reference are available to contain the argument and do not contain other 
formulas or constants. If the argument is supposed to be a single value, refer- 
ence should be a reference to a single cell. If the argument is supposed to be 
an array, reference must be a reference to a range of cells large enough to 
contain the entire array. Note that you can save space on the macro sheet by 
using the name_fext argument to define a name for the array, rather than 
entering it in cells on the macro sheet. 


When a reference is passed to a custom function as an argument, it is 
passed as an external reference. For example, suppose you have the 
CALCULATE_PROFIT custom function on a macro sheet named Macros, 
and CALCULATE_PROFIT takes a reference as an argument. If you enter 
the formula =Macros!}CALCULATE_PROFIT(A1) on a worksheet named 
Budget, the reference that is passed to the CALCULATE_PROFIT function 
on the macro sheet is the external reference Budget!Al. 


You cannot use the reference argument if you used data_type_num to specify 
the custom function argument as a reference, because Microsoft Excel cannot 
place the reference in a cell or range in this case. 


For more information on the ARGUMENT function, see the Microsoft Excel 
Function Reference. 


Designing the Formulas of a Custom Function 


You design the formulas in a custom function as you would any set of formulas 
on a worksheet. The same rules and guidelines apply. In addition, remember that 
formulas on a macro sheet are calculated in order down a column. It’s especially 
Important to avoid unintentional circular references and to document your 
formulas. For information on creating formulas, see “Entering a Formula” in 
Chapter 3. For information on documenting your formulas, see Chapter 6, 
“Organizing and Documenting a Worksheet” and “Documenting a Command 
Macro” in Chapter 19. 


Designing the Results of a Custom Function 


In addition to specifying data types for the arguments in a custom function, you 
can specify data types for the results of a custom function. To do so, you use the 
RESULT function. This function is optional unless you want to return an array or 
a reference, in which case you must use the RESULT function. 

The RESULT function, if used, must come before any other formulas in the 
custom function, including the ARGUMENT functions. 

The form of the RESULT function ts: 

RESULT(type_num) 
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Type num specifies the data type of the value returned by the custom function. 
The values used to specify the different data types are the same as for specifying 
the data type of an argument. For a list of data type numbers, see “Designing the 
Arguments of a Custom Function,” earlier in this section. 


If the value returned by the custom function ts not the same type specified by the 
RESULT function. Microsoft Excel first attempts to convert It 10 the specified 
type. If it cannot be converted, the custom function returns the error value 
#VALUE!. 


You can specify that the custom function can return more than one data type as a 
result by adding together data type numbers. For example, if you want the result 
to be either text or a logical value, use the data type number 6—the sum of 2 and 
4. If you omit the RESULT function, Microsoft Excel assumes the result type to 
be 7, meaning that single numbers, text, and logical values are allowed. 


Using Arrays in a Custom Function 


Before you can pass an array argument lo 4 custom function, you must use 

data type num in the ARGUMENT function to specity that the argument ts 

an array. If an argument to a custom function ts nol specified as an array, the 
argument must be a single value. HW you enter an array range for an aipencet Haat 
is not specified as an array, Microsoft Excel returns the error value #VALUE!, 

If you enter an array constant for an argument that should be a single value, 
Microsoft Excel uses the first value in the array constant. 


If you want to obtain the values of individual elements in the array, use the 
INDEX function and the name of the array. For information on the INDEX 
function. see the Microsoft Excel Function Reference. 

Occasionally, you may want to change individual values within an array argu- 
ment during calculation of your custom function. In that case, you must specify | 
reference inthe ARGUMENT function so that Microsoft Excel enters the array of 
values on the macro sheet. Then you can use the SET. VALUE function to change 
individual values in the array. For information on the SET.VALUE function, see 
the Microsoft Excel Function Reference. 


The size of reference specified in the ARGU MENT function is the limit on the 
size of the array that can be passed to the custom function as an argument. You 
should make sure that reference specifies a range large enough for the largest . 
array that might be passed as an argument, and that anyone using the function Is 
aware of the size limit of the array. When an array 1s passed that is smaller than 
reference, only some of the cells in reference are filled with values. In that case, 
when you specify ARGUMENT (name_fext,data_type_num,reference), the argu- 
ment name specified by name_fext is defined only for the cells actually filled by 
the array, not for the entire area specified by reference. If you need to find out the 
actual size of the array passed, you can use the ROWS and COLUMNS functions 
with the argument name. For information on the ROWS and COLUMNS func- 
tions. see the Microsoft Excel Function Reference. 
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Ina custom function that returns an array, it is common to have the custom 
function enter the values into a range of cells on a macro sheet and then retum 
that array of values with the RETURN tunction. If the array of values is larger 


than the size of the area reserved for it, the function uses the portion of the array 
that fits in reference. 


More About Designing a Custom Function 


< Guidelines 


Maximum Number of Arguments 
13 arguments. 


A custom function can accept a maximum of 
Returning More Than One Value If a custom function must return more than 
one value, the values must be returned in an array. For more information, see 
“Designing the Results of a Custom Function,” earlier in this section. For infor- 
mation on arrays, see “Creating and Using an Array Formula” in Chapter 7, 





meinen? Tips 
Put Optional Arguments Last Some arguments to a custom function may not 
be required to complete the custom function's calculations. Such arguments are 
called optional arguments and should follow the required arguments for your 


function. Functions with optional arguments placed at the end are easier to use 
than those with optional arguments mixed with required ones. 


Anticipate Mistakes by Users While designing your custom functions, anticipate 


possible mistakes by those using your custom function. Here are some mistakes 
you should anticipate and accommodate in designing your custom function: 


e Anincorrect value specified as an argument — Test values to be sure they 
do not exceed the minimum or maximum values allowed by the formulas 
using the argument. Also test for any values that aren't allowed in the for- 
mulas of your custom function, such as zeros or negative values. You can use 
the =, <, and > operators and the AND and OR functions to test the value 
specified for an argument. For example, to test whether an argument called 
Divisor equals zero, include the following formula in your custom function 
after the ARGUMENT functions: 


=IF(Divisor=0,RETURN(#DIV/0)) 
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Writing a Custom Function 


There are two steps to creating a custom function: 


e Create anew mac ‘i — 
ce ; new — ro sheet or open an existing one and write the custom 
on using Microsolt Excel we | ; . 
> rksheet func scro functi 
formulas. nections, macro functions, and 


ea Name the custom function ; 
nection as a function using the F 1 
‘ e * id . >. ¢ ,. 
pes g Formula Define Name 


Microsoft Excel calculate 
— = ny calculates the formulas in a custom function beginning in the 
= Oo tents function and proceeding down the column until it en 
ers a RETL function. Theref 
| 3 . Therefore, always enter the as fi 
custom function in a column. ‘ siielicail 


For more information on macro shee i i 

Ssoor” bees cro sheets, see “Creating and Opening a Macro 
sun Creating a new macro sheet 

1 Choose File New. 

2 Inthe New box, select the Macro Sheet option. 

3 Choose OK. 


sun Opening an existing macro sheet 
1 Choose File Open. 


2 Select the macro sheet you want to open. 


If the macro sheet y ' ; 
“és he “3 sheet you want Lo open is not listed, switch to the folder contain- 
e wacro sheet by double-clicking the folder name in the list. For more 


information on chang! akG ; 
~ unging drives and folders, see “Opening i isti 
Weuk-aleetet” , see “Opening an Existing 


in Chapter 3. 
3 Choose the Open button. 
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mun Entering a custom function 


To enter a custom function, you enter formulas in cells on a new oF existing 

macro shect. 

1 Open a new or existing macro sheet. 

2 If you want to specify the data type returned by the custom function, enter a 
formula that contains the RESULT function. 

3 For each argument in the custom function, enter a formula that contains the 
ARGUMENT tunction, 
Enter the formulas that carry out the custom function's calculation. 


End the custom function with a formula that contains the RETURN function. 
This function retums the result of the macro calculation to the worksheet or 
macro sheet cell in which you use the custom function. 


un Naming a custom function 


Before you use a custom function ina formula on a worksheet, you must define a 


name for it. 
1 Select the first cell of the custom function on the macro sheet. 


2 Choose Formula Define Name. 
When a macro sheet is active. the Formula Define Name dialog box has 
options for naming custom functions. 


In the Name box, type a name for the custom function. 
Select the Function option. 


Choose OK. 


More About Writing a Custom Function 





Tener Guidelines 


Recording You cannot use the recorder to enter custom functions. 


How Microsoft Excel Calculates Macro Sheets When calculating the cells ina 
custom function, Microsoft Excel performs one of two actions, depending on the 


contents of the cell: 

Ifa cell contains a formula that produces a value, Microsoft Excel calculates 
the formula and enters the value in the cell. 

«a number or a text value, Microsoft 


s Ifacell contains a constant value, such as 
Excel skips over it to the next cell. 
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If the custom function is called by a function during the calculation of a work- 
sheet or macro sheet formula, the RETURN function ends the custom function 
and can return values to the function that called the custom function. Then, 


Microsoft Excel continues its calculation of formulas on the worksheet or macro 
sheet. 


How Microsoft Excel Calculates Array Formulas in Macro Sheets A formula ina 
custom function may be an array formula that is entered into one or more cells. In 
calculating a custom function, if Microsoft Excel encounters the upper-left comer 
of a range of cells containing an array formula, it calculates the array formula just 
as it would any other formula. It then continues calculation below the lower-left 
corner of the array formula. If Microsoft Excel encounters a cell in an array for- 
mula that is not the upper-left comer cell, it does not calculate the formula but 
continues calculation below the array formula. 


For example, suppose that cells C3:E5 on a macro sheet contain an array formula 
and that Microsoft Excel is currently calculating cell C2. Next, it goes to cell C3 
and calculates the array formula in all of cells C3:E5. Then, it continues calcula- 
tion at cell C6. If Microsoft Excel were currently calculating D2, however, it 
would skip over the array formula and continue calculation at cell D6. 


Tips 


Displaying Values on a Macro Sheet You can quickly switch a macro sheet from 
displaying formulas to displaying values, and back again, by pressing the shortcut 
key COMMAND +° (single left quotation mark). Displaying values is helpful while 
testing and correcting custom functions. 


Creating Add-in Functions You can create and save custom functions as add-in 
functions, which you can use to create custom applications that seem to be a part 
of Microsoft Excel. Custom functions saved as add-in functions appear as built-in 
worksheet functions in the list of functions in the Formula Paste Function dialog 
box. For information on creating add-in functions, see “Creating Add-in Func- 
tions and Command Macros” in Chapter 20. 


Document Your Custom Functions You should document your custom functions 


so that others can use them. Be sure to describe all data types, minimum and 
maximum values, and sizes of arrays. You can intersperse comments among the 
cells of the macro, write them in a column next to the macro, or place them in cell 
notes. All worksheet editing and formatting commands work on macro sheets as 
well. For information on documenting worksheets and macro sheets, see Chapter 


6, “Organizing and Documenting a Worksheet” and “Documenting a Command 
Macro” in Chapter 19. 
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Using a Custom Function 


To use a custom function in a worksheet or macro sheet formula, caked CP anne 
of the macro sheet that contains the custom function, followed by “ wegen 
tion point and the function name you defined with the See hears 2 
command. Following the function name, include a left panerenests, a unc 
arguments separated by commas, and a right parenthesis. For example, you c¢ 
enter =MacrosI! CALCULATE PROFIT (30000,3,5) 

There are two ways to enter a custom function ina formula: you can aie = ; 
function into the formula or you can use the Formula Paste Function nog 
Custom functions from all open macro sheets appear at the end of the se - | 
functions in the Formula Paste Function dialog box. Before you can use 2 cus- 
tom function, you must open the macro sheet containing the custom function 


you want to use, 


aia Pasting a custom function 

Make sure the macro sheet containing the custom function ts open, 

1 To insert a function at the beginning of a formula, select the cell into which 
you want to enter the formula. 


To insert a function elsewhere in the formula, position the insertion aint: ; 
where you want to insert the function and type the preceding operator or lell 
parenthesis. 

2 Choose Formula Paste Function. 
Microsoft Excel displays a dialog box that lists all of the available pig 
functions. Your custom functions appear at the end of the list, preceded by the 
name of the macro sheet containing the custom function. 


3 Select the function you want to paste. 
The function and its arguments are shown below the list of available func- 
tions. Microsoft Excel pastes placeholders to remind you what arguments are 
needed for the function. If you don’t want placeholders, turn off the Paste 


Arguments check box. 
Choose OK. 


5 Type or edit the arguments. 


You must replace placeholders with real arguments. If there is more saline 
argument, make sure they are separated with commas. If you omit an optiona 
argument, leave its commia in place. 


6 When you finish editing the formula, click the enter box or press ENTER. 
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More About Using a Custom Function 


saetiant Guidelines 


Deleting a Custom Function When you want to delete a custom function, you 
should first make sure that none of your formulas still contain the function. Then, 
on the macro sheet on which the custom function is written, clear the cells that 
contain the formulas for the custom function, and delete the name of the custom 
function in the Formula Define Name dialog box. 


Custom Functions vs. Add-in Functions Regular custom functions appear at 
the end of the list of functions in the Formula Paste Function dialog box and are 
preceded by a macro sheet name and an exclamation point. Custom functions 
stored on an add-in macro sheet appear in alphabetical order in the list of func- 
tions inthe Pormulia Paste Function dialog box and are not preceded by a macro 
sheet name or an exclamation point. For information on add-in functions, see 
“Creating Add-in Functions and Command Macros” in Chapter 20. 


MTA Tips 


Opening a Macro Sheet Automatically When You Start If you have a set of cus- 
tom functions that you use often, you might want to have them all on a macro 
sheet that opens automatically every time you start Microsoft Excel. For infor- 
mation on opening documents automatically when you start Microsoft Excel, see 
“Specifying a Startup Folder and Document” in Chapter 16. 








SGU? 


Tia Troubleshooting 
If You Can't Find Your Custom Functions _ If after opening a macro sheet you do 
not see the names of your custom functions at the bottom of the list of functions 
in the Formula Paste Functions dialog box, make sure that you have the nght 
macro sheet open and that you named and defined your custom functions using 
the Function option in the Formula Define Name dialog box. For information on 
naming custom functions, see “Writing a Custom Function,” earlier in this 
chapter. 


#N/A Errors If you omit a required argument in a custom function, Microsoft 
Excel uses the error value #N/A as the value of the argument. If you received an 
#N/A error value when using a custom function, make sure you have specified all 
the arguments needed for the function. Microsoft Excel also uses the #N/A error 
value to show that nothing was returned. 
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Automating Tasks with Command 
Macros 


With Microsoft Excel you can record a sequence of commands and 
then play it back when you want to use that command sequence 
again. This stored sequence of commands is called a command 
macro. Command macros greatly improve the speed and accuracy 
of your work. You can run any command macro by using the 
Macro Run command or by pressing the shortcut key if a shortcut 
key has been defined for the macro, You can also assign a com- 
mand macro to a button or other graphic object you place on your 
worksheets. 


NOTE Unless otherwise noted, you edit, format, and print macro 
sheets using the same procedures you use for worksheets. 


Table of Contents 

Creating and Opening a Macro Sheet ... 575 
Recording a Command Macro ... 578 
Running a Command Macro ... 582 

Editing a Command Macro ... 584 


Assigning a Command Macro to a Button or Other 
Graphic Object ... 584 


Creating and Opening a Macro Sheet 


Microsoft Excel command macros are created and stored on macro sheets. A 
macro sheet looks like a worksheet but has wider columns for writing and storing 
macros. Custom functions are also stored on macro sheets. 


You use the same procedures in working with macro sheets that you use with 
worksheets. All the familiar tasks—entering formulas, editing cells, formatting 
cells, and saving documents—are the same for macro sheets as they are for 
worksheets. Microsoft Excel stores command macros in separate documents so 
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following illustration: ae eee 


Columns on macro sheets are wider to 
display formulas instead of values. 


Recorded command macro 





=SELECT(“R2C1 R19CS*) 


be + 

=SET PRINTAREA() | 

=PAGE SETUP("*,"*,0 75,0.7)| i 

=OPEN( “INYTEMPLATE™) | 

“RETURN() | 
| —~ | 


Before % eac 
“0 nf ta can use a command macro, the macro sheet that contains it must be 
en. You cun see a list of the c ) - 
see a lis e command macros availabl 
sesh | : e on all ope 
sheets by choosing the Macro Run command: ae 


Names of command macros 


c Macrol!Calculateinvoice 
f Macrol!Formatinvoice 

p Macrol!Printinvoice 

s Macrol!Storeinvoice 


Reference: 








Shortcut keys for command macros 


Microsoft Excel calculates iff 
Excel calculates macro sheets differently than worksheets. For more 


information, see “Mor ‘reati 
! e About Creating < aay = 
cdot g and Opening a Macro Sheet,” later in this 


Online Help also provides information on creati 
display online He Bs creating and opening a macro sheet. 
po el cies Header’ Window Help command. If as are using wa 
pi il aly eden oa the Help command does not appear on the Window 
Microsoft Excel + Aerie, te Re help menu icon and choosing the 

cel Help command. For information on a specific command, select 


the Commands topic inf: i 
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ar ng online Help, see “Using Help” in 
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nau Creating anew macro sheet 

Create a new macro sheet when you want to create and store any new group of 
command macros. Keeping groups of command macros on their own macro sheet 
helps you build a library of macros used for various tasks. 


1 Choose File New. 


2 Inthe New box, select the Macro Sheet option. 


3 Choose OK. 


sun ~Opening an existing macro sheet 

Open an existing macro sheet to use the command macros stored on the macro 
sheet. 

1 Choose File Open. 

2 Select the macro sheet you want to open. 


If the macro sheet you want lo open ts nol listed, switch to the folder contain- 
ing the macro sheet by double-clicking the folder name in the list. For more 
information on changing drives and folders, see “Opening an Existing 
Worksheet” in Chapter 3. 


3 Choose the Open button. 


Any command macros stored on the macro sheet appear in the list in the 
Macro Run dialog box. 


More About Creating and Opening a Macro Sheet 


How Microsoft Excel Calculates a Command Macro Microsoft Excel calculates 
the formulas in a command macro beginning in the first cell of the macro and 
proceeding down the column until a RETURN function, HALT function, or the 
end of the column ts encountered. 


If you run a command macro using the Macro Run command or the keyboard 
shortcut for the command macro, the RETURN function ends the command 
macro. If the command macro is called by a function during the calculation ot a 
macro sheet formula, the RETURN function ends the command macro and can 
return values to the formula. Then, Microsoft Excel continues Its calculation of 
formulas on the worksheet or macro sheet. 
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When calculating the cells in a command macro, Microsoft Excel performs one of 

the following three actions, depending on the contents of the cell: 

es Ifacell contains a formula that performs an action, Microsoft Excel calculates 
the formula and performs the action. 

s Ifacell contains a formula that returns a value, Microsoft Excel calculates the 
formula and returns the value. 

a 


If a cell contains a constant value, such as a number or a text value, Microsoft 
Excel skips over it to the next cell. 





Displaying Values on a Macro Sheet = You can quickly switch a macro sheet from 
displaying formulas to displaying their resulting values by pressing COMMAND+ 


(single left quotation mark). Displaying values is helpful while testing and cor- 
recting command macros. 


Creating Custom Applications You can create and save command macros as 
add-in command macros, which can be used in creating custom applications in 
Microsoft Excel. For information on creating add-in command macros, see 
“Creating Add-in Functions and Command Macros” in Chapter 20. 


Recording a Command Macro 


With Microsoft Excel, it’s easy to create a command macro—you just turn on the 
macro recorder and carry out the commands and actions you want the macro to 
perform. The macro recorder enters each instruction of the command macro for 
you in the recorder range, which ts the range on the macro sheet where Microsoft 
Excel stores the macro. You can designate the recorder range yourself with the 


Set Recorder command, or have Microsoft Excel determine the recorder range 
automatically when you start recording. 


Each command and action you take is recorded on the macro sheet as a macro 
function. When you run the command macro, the macro functions perform the 


commands and actions you recorded, For information on the macro functions, see 
the Microsoft Excel Function Reference. 


Each action you take, such as entering a formula or making a new selection, takes 
up one cell in the recorder range. The macro recorder records only in cells that 
are empty or contain a RETURN function. If Microsoft Excel encounters a non- 
blank cell other than one containing a RETURN function while recording in the 
recorder range, you will see a message that the recorder range ts full. 
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Online Help also provides information on recording ° — iin 
display online Help, choose the Window Help comman m - a aed 
software version 7.0 and the Help command does not nae gl a 

menu, display Help by pointing to the Help menu ngs an = ' ta ia 
Microsoft Excel Help command. For information on 4 ‘ei piers ; Help” “4 
the Commands topic. For information on using online Help, see" L'sine 

Chapter |. 
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Pact ac ‘i *n use the 
You can record any series of actions as a command macro. You can . He 
, speat that series of actions. Betore 
ac enever you need to repeat that series of ¢ 
command macro whenever y¢ 3 , 7 el 
: ; ved and the command: 
BC ac and macro, plan the steps Invo 
start recording a command ne’ cit 
2c actions, each comman 
ions Jude. While you record your actions, ) 
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IT i as | ; > macro sheet. After rec g 
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action you carry out ts rec | cea eet 
it | stakes e during recording 
uc -an edit it to fix any mistakes you ma 
4 command macro, you can © stakes you mak a mia 
By default Microsoft Excel records references In Macros as absolute refer 
in quoted R IC] style. . 
° > > > > aT ied ac 
4 Choose Macro Record. If no documents are open, choose the Record Mé 
command on the File menu. 


In the dialog box, Microsoft Excel proposes a name and shortcut key 
combination you can use later to run the command macro. 


2 Make any changes you want in the proposed name and shortcut key. 
Make sure the name you specify isa valid Microsoft Excel name ane ory the 
shortcut key 1s a single letter. If you are using an international vsnecolie as 
Microsoft Excel, make sure the shortcut key is a single letter without accent, 
umlaut, or cedilla. 

3 Choose OK. 


If a macro sheet was not open when you chose Macro Record, ner . 
Excel creates a new macro sheet. Microsoft Excel enters the macro = 
- c . hr is : a ua 
the recorder range and starts recording. If the status bar is on, a messag 
appears telling you that Microsoft Excel ts recording. 

4 Carry out the actions you want recorded in the command macro. 


5 When you are finished, choose Macro Stop Recorder. 


nua Pausing while recording a command macro 


“an S 2 rec so you can Car 
While recording a command macro, you can stop the recorder so y¢ ry 
out commands that you don’t want recorded. 


Me 
¢ 
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To do this procedure, you must be using full menus. 
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1 Choose Macro Stop Recorder. 
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2 When you want to start recording again, choose Macro Start Recorde 
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su Defining the macro recorder range yourself 


You can select your own recorder range for recording a command macro. The 
cells you select must be blank. 


To do this procedure, you must be using full menus. 
1 Select a blank cell or range on the macro sheet. 
2 Choose Macro Set Recorder. 


If you selected just one cell, Microsoft Excel uses the entire column, from the 
cell you selected down, as the recorder range; otherwise, Microsoft Excel uses 
the range you selected as the recorder range. 


More About Recording a Command Macro 
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Guidelines 


How Microsoft Excel Determines the Recorder Range When you choose the 
Macro Record command, Microsoft Excel checks to see if there is a recorder 
range defined on an open macro sheet. If there is a recorder range defined and the 


first cell in that range is blank, Microsoft Excel records the command macro in 
that range. 


If there is no recorder range defined, Microsoft Excel starts recording in the first 
column that is completely empty on the macro sheet. If no macro sheet is open, 
Microsoft Excel opens a macro sheet, and starts recording in the first column. 


Microsoft Excel automatically sets a new recorder range after recording a com- 
mand macro with the Macro Record command. When you stop recording the 
command macro, Microsoft Excel redefines the recorder range to be the next 
completely empty column on the macro sheet. 


Multiple Columns in Recorder Range | your recorder range is more than one 
column wide, recording proceeds down the columns in order. Microsoft Excel 
enters a GOTO function in the last cell of each column in the range, so when the 


command macro is running it jumps from the bottom of one column to the top of 
the next. 


Recording International Macros You can record a macro so it will run in another 
language version of Microsoft Excel. For example, using the German version of 
Microsoft Excel, you can record a macro that will run when the macro sheet is 
opened in the French version of Microsoft Excel. 


To record an international macro, open a new, blank macro sheet. Then choose 
the File Save As command, click the Options button, and then select the Int'l 
Macro option from the list of file types in the File Format box. After saving the 
macro sheet, use the Macro Set Recorder command to specify a recorder range on 


the new macro sheet. All subsequent macros recorded on this macro sheet will be 
international macros. 
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For information on international macros, see “Creating an International Macro 
Sheet” in Chapter 20 


Tips 


Document Your Command Macro Be sure to document your command macro 
once you have finished recording it. Documenting a command macro makes it 
easier for others to use, and easier for you to edit in the future. For information 
on documenting command macros, see “Documenting a Command Macro” in 
Chapter 19. 


Writing a Command Macro) You can also enter the formulas of a command 
macro directly into a macro sheet without recording. For information on entering 
command macro formulas yourself, see “Writing a Command Macro” in Chapter 
19. 


Assigning Shortcut Keys to Command Macros When assigning shortcut keys 
to command macros, remember that you have only 52 shortcut keys, a through 7 
and A through Z. Assign shortcut keys to the command macros that you use 
frequently. 


Conflicting Macro Names and Shortcut Key If you have two macro sheets with 
the same shortcut key assignments, Microsoft Excel runs the command macro 
from the macro sheet whose name appears first in alphabetic order. When assign- 
ing shortcut keys, be sure to avoid conflict with other macro sheets you use. 

For example, if your department uses a standard set of command macros that all 
have lowercase shortcut keys, you may want lo assign uppercase shortcut keys to 
any command macros you create for yourself, 


Changing the Type of Reference Recorded § When recording references as part of 
4 command macro, Microsoft Excel normally uses absolute references. How- 
ever, you may want your command macro to use relative references. You can 
make Microsoft Excel record using relative references by choosing the Macro 
Relative Record command. When you choose this command, it changes to Macro 
Absolute Record, so you can change back to recording absolute references. You 
can switch between Relative Record and Absolute Record any ime you want, 
even in the middle of recording a command macro, by choosing Macro Relative 
Record or Macro Absolute Record. 


Assigning a Command Macro to a Button or Other Graphic Object You can 
assign a command macro to a button or any other graphic object you place ona 
worksheet. For information on assigning a command macro to a graphic object, 
see “Assigning a Command Macro to a Button or Other Graphic Object.” later in 
this chapter. For information on working with graphic objects, see Chapter 14, 
“Using Graphics on Microsoft Excel Worksheets.” 
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Mewes: Troubleshooting 
Recorder Range Out of Room If the command macro being recorded reaches 
the end of the recorder range, Microsoft Excel stops recording and displays a 
message saying the recorder range is full. When the range is full, the recorder 
doesn't have any place to put the RETURN function, so it is left out. If you 
want to use the command macro as it exists at this point, make sure you add a 
RETURN function. If you run the command macro without adding a RETURN 
function, the macro will continue running down the current column until it 
reaches a RETURN function, HALT function, or the end of the column. 


MORE ABOUT 


To extend the recorder range, either set a new recorder range that includes the 

> old recorder range but extends beyond it, or set a new recorder range that ts 
completely separate from the old recorder range and add at the end of the old 
recorder range a GOTO function that goes to the start of the new recorder range. 


Running a Command Macro 


You can run any command macro with the Macro Run command. Your command 


macro could be a short one you recorded for formatting charts, or a longer one 
that is part of a Microsoft Excel application your organization uses. 


Online Help also provides information on running a command macro. To display 


online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 


the Commands topic. For information on using online Help, see “Using Help” in 


Chapter |. 


aun Running a command macro 


Before running a command macro, make sure the macro sheet containing the 
macro is open. 


1 Choose Macro Run. 
2 Inthe Run box, select the name of the command macro you want to run. 


You can also enter in the Reference box the reference of the first cell of the 
command macro you want to run. 


3 Choose OK. 


pressing the shortcut key defined for the macro. 





You can also run a command macro by holding down COMMAND and OPTION and 
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sa Stopping a command macro while it is running 
1 Press COMMAND+ PERIOD. 


A dialog box appears asking if you want to halt the macro, step through the 
macro, continue running the macro, or go to the cell where the macro was 


stopped. 


2 Choose the Halt button. 


More About Running a Command Macro 





Placing a Command Macro on a Menu You can put command macros on their 
own menus. For information on making your own menus and dialog boxes, see 
Chapter 20, “Creating a Custom Application.” 


Stepping Through a Command Macro If you are testing a new command macro. 
or your macro Is not performing the nght actions, try starting the macro by choos- 
ing the Step button in the Macro Run dialog box. This displays a dialog box from 
which you can run the command macro one formula at a time. To calculate each 
formula. choose the Step button. To see how Microsoft Excel calculates the 
formula, choose the Evaluate button. 


Running a Command Macro Automatically You can create command macros that 
run automatically whenever you open or close a worksheet. For information, see 
“Creating a Macro That Runs Automatically” in Chapter 20. 


Running a Command Macro by Clicking a Button or Other Graphic Object You 
can make it easy to run a command macro associated with a specific worksheet 
by assigning that macro to a button or other graphic object on the worksheet. 
Then, to run the command macro, you just click the graphic object. For infor- 
mation on assigning a command macro to a graphic object, see “Assigning a 
Command Macro to a Button or Other Graphic Object,” later in this chapter. 


_= 
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waa Troubleshooting 


Command Macro Not Appearing in Macro Run Dialog Box If after opening a 
macro sheet you do not see the command macro you want in the Macro Run 
dialog box, make sure that you have the right macro sheet open, and that the 
command macro was named using the Command option in the Formula Define 
Name dialog box. If the Function option was used rather than the Command | 
option, Microsolt Excel considers the macro to be a custom function and lists it al 
the end of the list of built-in functions in the Formula Paste Function dialog box. 
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Editing a Command Macro 


MORE ABOUT 





After you have created a command macro, you may want to edit it. You can edit 
the formulas in a command macro just as you edit formulas on a worksheet. It ts 
usually easier to make minor changes to the formulas on a macro sheet than to 
erase the command macro and record a new one. All the editing and formatting 
techniques for worksheets work on macro sheets also. For information on the 
worksheet and macro functions and their arguments, see the Microsoft Excel 


Function Reference. 

sus Editing a command macro 

1 Open the macro sheet containing the command macro you want to edit. 
2 Edit the formulas in the command macro. 


3 Save the macro sheet. 


More About Editing a Command Macro 


Tips 


Save Your Command Macros Before Editing _f you are editing a command 


macro to experiment with different functions and arguments, be sure to save a 
copy of the original macro before you start editing. 


Information on Functions The Microsoft Excel Function Reference contains 
information on all Microsoft Excel worksheet and macro functions. 


Assigning a Command Macro to a Button or Other Graphic Object 


When you have a command macro you use with a specific worksheet or macro 
sheet, you can assign that macro to a button or other graphic object you place on 
the worksheet or macro sheet. Assigning a command macro to an object makes 
the macro easier to use and more visible to those who will use it. For example, 
adding a Print button to a summary worksheet makes it clear to those reading the 
summary worksheet how they can print it. To run a command macro assigned to 
an object, you just click the object. When the mouse pointer is positioned over an 
object that has a macro assigned to it, the pointer shape changes to a hand. 


To add a button to a worksheet or macro sheet, you use the button tool on the tool 
bar. The button tool creates a graphic object that looks like a dialog box button. 


You can type any text you want in a button and you can format the font and 
alignment of the button text. 
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Phe following illustration shows the button tool in the tool bar, and a button on a 
worksheet: 


Tool bar Button Button tool 
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Mer tgage Loan Analysis 


Dewn Payment i None, 
‘interest Rate 10%. 
Term (months) { 
‘Loan Amount ' $80,000 | 


CALCULATE) + ' 
TABLE 
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$702 06 180 240! 300 360 400 
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Like any graphic object, buttons can be positioned and sized. However, you | 
cannot format the button itself because it is already formatted to look like a dialog 
box button. 


For information on See 

Positioning and sizing buttons “Working with and Formatting Graphic Objects’ 
in Chapter 14 

Adding lines and shapes to a “Drawing Lines and Shapes’ in Chapter 14 

document 

Adding pictures to a document “Combining Charts, Worksheets, and Macro 


Sheets” and “Exchanging Graphics with Other 
Applications” in Chapter 14. 
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Online Help also provides information on assigning a command macro to a 
button or other graphic object. To display online Help, choose the Window Help 
command. If you are using system software version 7.0 and the Help command 
does not appear on the Window menu, display Help by pointing to the Help menu 
icon and choosing the Microsoft Excel Help command. For information on a 
specific command, select the Commands topic. For information on using online 
Help, see “Using Help” in Chapter s 


1 Creating a button and assigning a command macro to it 


The macro sheet containing the command macro you want to assign should be 
open before you do this procedure. 


® 1 Click the button tool on the tool bar. 
2 Point to where you want one comer of the button located. 
If you want to draw a square button, hold down SHIFT. 
Or. if you want to align the button to the cell grid, hold down COMMAND. 
4 Drag until the button is the size and shape you want. 


When you release the mouse button, Microsoft Excel automatically enters the 
text “Button” followed by a number in the button, and displays the Assign To 
Object dialog box. 

5 Inthe Assign Macro box, select the command macro you want to assign to the 
button or type a macro name or cell reference in the Reference box. 


Only the command macros on the open macro sheets are listed in the Assign 

Macro box. If the command macro you want lo assign is not listed, type the 

full reference to the macro in the Reference box, or cancel the dialog box and 

open the macro sheet containing the macro you want to assign to the button. 
6 Choose OK. 


7 Type the text you want to appear in the button. 


mu Assigning a command macro to an existing graphic object 


You can assign a command macro to any graphic object, such as a rectangle or 
picture you have placed on a worksheet or macro sheet. The macro sheet con- 
taining the command macro you want to assign should be open before you do this 
procedure. 


To do this procedure, you must be using full menus. 
® 1. Click the graphic object. 
2 Choose Macro Assign To Object. 


3 Inthe Assign Macro box, select the name of the command macro you want to 
assign to the object, or type a macro name OF cell reference in the Reference 
box. 
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Only the command macros on the open macro sheets are listed in the Assign 
Macro box. If the command macro you want lo assign ty not listed, type the 
full reference to the macro in the Reference box, or cancel the dialog box and 
open the macro sheet containing the macro you want to assign to the button. 


4 Choose OK 


su Changing the command macro assignment 


You can change which command macro 1s assigned to a button or other graphic 
object al any time. The macro sheet containing the command macro you want lo 
assign should be open belore you do this procedure. 


To do this procedure, you must be using full menus. 


1 Hold down COMMAND and click the button or other graphic object whose 
assignment you want to change. 


Choose Macro Assign To Object. 

In the Assign Macro box, select the name of the command macro you want lo 
assign to the object, or type a macro name oF cell reference in the Reference 
box. 

Only the command macros on the open macro sheets are listed in the Assign 
Macro box. If the command macro you want lo assign ts nol listed, type the 
full reference to the macro in the Reference box, or cancel the dialog box and 
open the macro sheet containing the macro you want to assign to the button. 


4 Choose OK. 


san Formatting the button text font 
You can change the font, size, style, and color of text ina button. Unlike format- 
ling text in a worksheet or macro sheet cell, you can format characters separately 
rather than using only one format for the entire entry. You can change the format 
as you are typing, of you can select characters and format them after entering the 
icxl. 
1 Hold down COMMAND and click the button. 
2 To format some of the text, select the characters you want to format. 
To format all of the text, do not select any characters. 
To type characters in a different format, position the insertion point where you 
want to change formatting and click. Any characters you type following the 
insertion point will use the format you choose. 


3 Choose Format Font. 


If you want only to change whether the text is bold or italic, you can click the 
bold or italic buttons in the tool bar instead of choosing the Format Font 
command. 
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4 Inthe Font box, select the font you want. Under Sample, Microsoft Excel 
shows you what the new formatting will look like. 


If the font you want is not listed, type the font name in the box below the Font 
box. 


5 Inthe Size box, select the font size you want. 


If the size you want is not listed, type the size in the box below the Size box 


6 Under Style, turn on or turn off the check boxes to set the styles as you want 
them. 


7 Inthe Color box, select a color. 


To set the color to the system font color, select the Automatic option. 
8 Choose OK. 


sun Formatting the button text alignment 


You can change the horizontal and vertical alignment of text in a button, as well 
us rotate the text to a vertical orientation. You can also choose whether the button 


automatically changes size to fit the text or stays the same size until you change 
it. 


Hold down COMMAND and click the button. 

Choose the Format Text command. 

Under Horizontal, select the horizontal alignment you want. 
Under Vertical, select the vertical alignment you want. 


Under Orientation, select the text orientation you want. 


onth W NY — 


If you want the button size to adjust automatically to fit the text, turn on the 
Automatic Size check box. Once you size the button yourself, Automatic Size 
is turned off. 

If you want the button size to remain fixed until you change it, turn off the 
Automatic Size check box. 


7 Choose OK. 
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More About Assigning a Macro to a Button or Other Graphic Object 
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Designing and Writing a 
Command Macro 


You can design and write command macros to perform routine, 
repetitive tasks. Your macros can start other macros, make 
decisions, and perform actions or calculations. Microsoft Excel 
includes many ways to test the macros you create. Before you 
read this chapter, you should be familiar with the concepts and 
procedures discussed In Chapter 18. 


You may find it useful to look at the macros in the Add-in 
Kunctions, Slide Show, and Structured Macro Template macro 
sheets that come with Mictowolt Pace They include comments 
that will help you understand their structure, ‘The macro sheets are 
stored in the Library folder in the folder that contains Microsoft 
Excel. For information on opening the add-in macro sheets (Add-in 
Functions and Slide Show) as regular macro sheets so you can view 
them. see “Creating Add-in Functions and Command Macros” in 
Chapter 20. 


NOTE Unless otherwise noted, you edit, format, and print macro 
sheets using the same procedures you Use for worksheets. 
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Designing a Command Macro 


~ 


Before you write a command macro, you should plan it carefully. First of all, 
decide whether a macro can accomplish the task at hand. Following are some of 
the things for which macros can be useful: 


= Automate routine tasks If you have a repetitive spreadsheet or charting 
task, you can increase your accuracy and efficiency by creating a macro to 
perform thé task for you. For example, use macros to create and print weekly 
or monthly reports. 

= Simplify a complex worksheet If you are working with a very large 
worksheet, or a worksheet that takes a long time to calculate, you can use 
macros to simplify your worksheet. 











= Create custom menus, dialog boxes, and buttons You can create 
Microsoft Excel applications to perform specialized tasks. You may want to 
write a special application for people who don’t know much about work- 
sheets, for example, but who could save you time if they could enter or extract 
their own data using Microsoft Excel macros. For information on creating 
applications, see Chapter 20, “Creating a Custom Application.” 

« Runother applications You can use macros to run other applications, and 
to move data between Microsoft Excel and other applications. For more infor- 
mation, see “Linking Documents” and “Using Dynamic Data Exchange 
(DDE) in Command Macros” in Chapter 8. 


For example, if you have two databases on a single worksheet, the following 
command macro makes it easy to quickly change the defined database range 
from one database to the other: 












formulas 







=GET NAME( “!Datebese”) 
=GET NAME( ~'Detebase!~) 

=GET NAME( ~'Datebase2~) 

=IF (DotebaseNow «Detebese 2) 

= SELECT( Database! ) 

= SET DATABASE() 

=ELSE() 

= SELECT( 'Detabese 2) 

= SET DATABASE() 

=END IFC) 

«IF (DatebeseNow =Detebase 2 ALERT ( “Database is Detabese!~ 2) ,) 
=iF ( DatabeseNow =Detabese | ALERT ( ~Detebese ts Datebese2™ 2).) 
=RETURN() 


Get reference of Detebase2 
Compere references 

If DbNow=Db2, select Db! 
Set detebese to selection 














Set database to selection 
End if stetements 
Display current detebese 








| 
| 
| 
If DDNow=Db!, select 0b2 | 
| 
End macro | 





Deciding the Command Macro’s Audience and Intent 


You should first determine who you are writing the command macro for. Know- 
ing who will use the macro helps you decide how to ask for input from the user, 
what type of error checking to include, and how extensively you need to docu- 
ment your macro. 

Write down your assumptions about who will use the command macro and what 
purpose you want it to fulfill. This helps you focus on exactly what you want the 
macro to do. 

When you have a clear idea of the command macro’s purpose and audience, write 
one sentence or statement for each step in the macro, such as: 

es Open file 

a Select print area 

a Choose File Print command 


This helps you plan your command macro. It also provides good documentation 
for your macro once it’s written. 





Planning the Structure of a Command Macro 
Creating a chart or diagram of the processes involved tn your command macro 
makes it easier for you to sce how your macro needs lo be written. 

When writing a command macro, it's a good idea to creale a control cappoer 
subroutine macros. The control macro contains the steps for the task as a whole, 
while each subroutine macro focuses on a specific step of the task. Keep ~ 
subroutine macros short, Shorter macros are easier to write, fix, modify, and 


reuse. 

. ty . 4 * . 7 . 8 
For example, if you were to plan moving your office as you would e# a a 
you could create one control macro and three subroutine Macros, as shown in 


following illustration: 


Subroutine macros 





Control macro 


Moving to a 
new office 





Move 
furniture 


Arrange Arrange 
office furniture 


Arrange 
office 





With this design, you could easily add a fourth subroutine to install new 


carpeting. 3 
You should also develop a plan for naming your command macros and assigning 
them shortcut keys. Names help users understand which macro to use. a 
keys assigned to frequently used macros make your macros easier tO use. 


Planning for Errors ina Command Macro 


ate errors in user input and in values used by the com- 
u should write the macro so It checks for and can 
Planning for errors in advance helps you 


It’s important to anticip 
mand macro when it runs. YO 
deal with likely errors that may Occur. P' 
avoid errors while your macros are running. 











tet 
a ee ee eS eee ec es Se See 


Chapter 19 





For example, here are some common errors to check for: 
e Invalid data encountered on a worksheet 

a Invalid data entered in a dialog box 

e Choosing Cancel in a dialog box 


If you want your command macros to run smoothly, make sure you check for 
error values or FALSE values returned by functions on your macro sheet. Also, 
be sure to have each macro check the results from its subroutine macros. 


Normally, when a command macro encounters an error, Microsoft Excel displays 
a dialog box in which you can choose to halt the macro, examine the macro one 
step at a time, ignore the error and continue the macro, or go to the cell in which 
the error occurred. You can use the ERROR macro function to customize this 
process, specifying that whenever an error is encountered, another macro starts. 
By writing such an error-handling macro, you can set up a process to handle 
errors that is designed especially for the errors you are likely to encounter. 


For more information on error-checking, see the IF, ERROR, and IS functions in 
the Microsoft Excel Function Reference. in command macros that require data to 
be entered, dialog boxes can help you check for the correct data type. For more 
information, see “Creating a Custom Dialog Box” in Chapter 20. 


Writing a Command Macro 


Once you have designed your command macro and determined how it will run, 
you can start writing it. You write a macro by entering formulas in cells ona 
macro sheet. These formulas tell Microsoft Excel how to perform each step of 
the macro. Then, before running a macro that you write, you must name it as a 
command macro with the Formula Define Name command. For information on 
the worksheet and macro functions and their arguments, see the Microsoft Excel 
Function Reference. For information on macro sheets, see “Creating and Open- 
ing a Macro Sheet” in Chapter 18. 

When you write a command macro, you do the following: 


= Write the macro on a new or existing macro sheet using Microsoft Excel 
worksheet functions and macro functions 


= Name the macro as a command macro using the Formula Define Name 
command 


a Test the macro and correct any problems 









Writing a Command Macro Es 


ius Creating a new macro sheet 


4 Choose File New. 


2 Select the Macro Sheet option, 
3 Choose OK. 


uu Opening an existing macro sheet 
1 Choose File Open. 
2 Select the macro sheet you want to open. 


If the macro sheet you want to open is not listed, switch to the folder contain- 
ing the macro sheet by double-clicking the folder name in the list. For more 
information on changing drives and folders, see “Opening an Existing 
Worksheet” 

in Chapter 3. 


3 Choose the Open button, 


sun Naming a command macro 

You can name your command macro before or after you write it, By naming your 
macro before you write il, you can move to other parts of the macro sheet while 
you are writing and then quickly return to your macro by choosing the Formula 
Goto command and selecting the macro name. 

1 Select the first cell of the macro. 

2 Choose Formula Detine Name. 

3 In the Name box, type a name for the macro. 


The name must be a valid Microsoft Excel name, starting with a letter and 
consisting only of letters, numbers, periods (.), and underlines(_). 


4 Select the Command option. 


If you want to specify a shortcut key for running the macro, type a letter in the 
Option+Command Key box. Both uppercase and lowercase shortcut keys are 
valid and are recognized by Microsoft Excel as different keys. You can, for 
example, assign the shoricut key “a” to one macro and “A” to another. 


5 Choose OK. 


You can now run your macro by either selecting it in the Macro Run dialog box 
or by pressing the shortcut key for the macro. For information on how to run a 
macro, see “Running a Command Macro” in Chapter 18. 
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More About Writing a Command Macro 


SRN Guidelines 


Descriptions of Functions _A\|l the functions and their arguments, along with 


examples and explanations, are listed in the Microsoft Excel Function Reference. 


Command Macros Ignore Blank Cells — In Microsoft Excel, command macros 
ignore blank cells, unlike in Lotus 1-2-3, where macros stop when they reach a 


blank line. To stop a Microsoft Excel macro, use the RETURN and HALT 
functions. 





Cisne? Tips 


Paste Functions Save time, avoid misspellings, and ensure matching paren- 


theses by using the Formula Paste Function command to paste functions into 
your macro formulas. 


Use Names with Command Macros As much as possible, you should use names 
in your command macros instead of references. Names ensure that functions 
always refer to the correct cells or values. For information on using names in 
mucros, see “Designing a Custom Application” in Chapter 20. 


You should also name your command macros, even though you don’t have to 
name them to use them. (To use a macro that is not named, just substitute the 


reference of the first cell of the macro for the name of the macro.) Naming your 
macros has several advantages: 


a Macros are listed by name in the Macro Run dialog box. 
s Shortcut keys can be assigned to named macros. 


a Named macros are easier to identify. 


Recording Part of aCommand Macro Recording part of a command macro and 
then editing it is often faster than writing the macro from scratch. Recording 
saves you typing time, and you don’t need to look up the name and syntax of 
every macro function you want to use. For information on setting the macro 
recorder range and recording macros, see “Recording a Command Macro” in 
Chapter 18. 


Creating Dialog Boxes for Command Macros It you create dialog boxes for your 
command macro, the macro can ask for information from the person using the 
macro. This can make the macro easier to use and useful in a wider variety of 


situations. For information on creating a dialog box, see “Creating a Custom 
Dialog Box” in Chapter 20. 
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Making a Command Macro Respond to Varying Conditions 


You can set up your command macro to: 


e Take different actions depending on the values it encounters while it runs, 
This is called branching. 


e Repeat an action until a certain condition is met. This ts called looping. 
a Ask for input from the user. 


se Start other macros. 


Branching 


With branching, you can tell your command macro which task to pereorea. 
depending on a certain value. Your macro can decide whether os not to a yi tee 
an action, such as “if salary is greater than $30,000, send offer, otherwise, Jo not 
send offer.” Your macro can also decide between multiple — men . if 
salary is less than $25,000, send offer A; if salary is between peeing 
$35,000, send offer B; otherwise, send offer C.” Branching is also used for 
handling errors. 


You can jump to another command macro by using the GOTO macro — 
to redirect the macro to a particular macro OF cell. For example, the ocnase 
—~GOTO(Disburse) redirects the macro to the cell named Disburse on the current 
macro sheet, where it will start the Disburse macro. 


To make a command macro branch between different macros or parts of one 
macro, depending on an existing condition, you combine the GOTO function 
with the IF function. The IF function has the following syntax: 


=|IF(logical rest.value if truevalue_if false) 
To branch to another macro or part of a macro, use GOTO functions in place 
values in value if true and value_if false. The IF function tests a condition an 


then branches to the macro or part of the macro specified in one of the GOTO 
functions. depending on whether the test ts TRUE or FALSE. 


For example, suppose you're writing a command macro to update your database, 
and you want to delete the name of anyone who hasn‘t made a purchase in the 
last year. You might write a subroutine macro that deletes records and name it 
Delete. The following IF function starts the Delete macro if a customer's last 
purchase was made over one year ago: 


=|F(last_ purchase<NOW( ) 365 Delete )) 
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You can also use the IF function as a block of functions, in addition to a single- 
line function. The block IF function has the following structure: 


Function Description 

IF (logical_tesf) Functions to perform if /ogical_test is 
true 

ELSE() Functions to perform if logical_test is 
false 

END.IF() Ends the block IF function 


You can also use the ELSE.IF function to include additional tests in your block 


IF statement. For information on the IF function, see the Microsoft Excel 
Function Reference. 


Looping 


Use looping if you want your command macro to repeat a task or calculation. 

You make a macro repeat a task or calculation using a FOR-NEXT loop or a 

FOR.CELL loop. You make a macro repeat a task or calculation while a certain 

condition exists using a WHILE-NEXT loop. 

es The FOR-NEXT loop _ To start a FOR-NEXT loop, you use the FOR 
function to set the following values: 


Value Description 

Counter_text A name that counts the number of times the loop has 
run 

Start_num The initial value assigned to counter_text 

End num The counter_text value beyond which the loop stops 

Step_num A value that is added to counter_text each time the 


loop is repeated (default value is 1) 


The FOR function has the following syntax: 
=FOR(counter_text,start_num,end_num,step_num) 


In the cells below the FOR function, you put the formulas and functions for 
the tasks or calculations that you want the loop to perform. After the tasks or 


calculations, you place the NEXT function. This function tells Microsoft 
Excel to start the loop again. 
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For example, the following command macro prompts you to type a word or 
phrase, then enters the character code equivalent for each letter in the word or 
phrase in successive cells: 


mad to B 

| 1 | Memes Formulas Comments | 

a codes of text 

| 4 |Text =INPUT( Enter your text 2) Prompt for text , 

|S | =FOR( Counter”, 1 ,LEN(Text)) Loop once for each character in tex | 

| 6 |Code = CODE(MID(Text Counter ,1)) Deter mine code of current character 

= FORMULA(Code) Place code tn active cell 

; | = SELECT(OFFSET(ACTIVE CELL() ,0,1))|Select next cell 1n row 

EB =NEXT() Return to start of loop | 

10) =RETURN( ) End macro 

cin | 
12 Rm ole eles ie ee 


To make your macros easier to read, you can indent the formulas within a 
loop or IF-ELSE block by inserting spaces between the equal sign and the 
start of the formula. 

A FOR-NEXT loop runs until counter_text reaches the stop value or the 
command macro encounters the BREAK function. Be sure to design your 
FOR-NEXT loop so that the counter eventually reaches the stop value or the 
loop eventually encounters a BREAK function. 

For information on the FOR function, see the Microsoft Excel Function 
Reference. 

The FOR.CELL-NEXT loop The FOR.CELL-NEXT loop performs a 
function or functions for every cell in a reference you specify. Using the 
FOR.CELL function is much easier than writing nested FOR-NEXT loops 
to move through and change cells. 


To start a FOR.CELL loop, you use the FOR.CELL function to set the 
following values: 


Value Description 
Ref name A name that contains the reference of the cell cur- 
5 rently being operated on by the function in the loop 
Area_ref The reference to the range you want the functions in 
; the loop to operate on (default is current selection) 
| whether it 
kip_ blanks A logical value that tells Microsoft Exce 
aie should skip over blank cells in area_ref (default value 
is FALSE) 


The FOR.CELL function has the following syntax: 
=FOR.CELL(ref_name, area_refskip_blanks) 
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Alter the tusks of calculations you want your FOR.CELL-NEXT loop to 
perform, you place the NEXT function to tell Microsoft Excel to start the loop 
again. When Microsoft Excel has completed the loop once for each cell in the 
reference you specified, or has encountered a Break function, the loop ends. 


For example, suppose you have been told to reduce your department's budget 
by 3 percent. You could use the following command macro to enter a formula, 
in all the cells in the currently selected area, that would multiply the cells’ 
contents by 0.97, effectively reducing the budget amounts by 3 percent: 











Comments 






=FORCELL( “Cell_ref”,,) 
= FORMULA(Cell_ref*0 97 Cell_ref) 
=NEXT() 

=RETURN( ) 





Start loop through current selection 
Replace old formula with 3% reduction 
Go to start of loop again | 
End macro | 


For information on the FOR.CELL function, see the Microsoft Excel Function 
Reference. 

The WHILE-NEXT loop — Ina WHILE-NEXT loop, you use the WHILE 
function to set a condition; while the condition is TRUE, the loop continues 


running. If the condition is FALSE the first time the macro reaches WHILE, 
the loop never starts. 


You can also stop a WHILE-NEXT loop with the BREAK function. Be sure 
to design your WHILE-NEXT loop so that its test condition eventually be- 
comes FALSE or it eventually encounters a BREAK function. 


The WHILE function has the tollowing syntax: 
=WHILE(ogical test) 


In the cells below the WHILE function, you put the formulas and functions 
for the tasks or calculations that you want the loop to perform. After the tasks 
or calculations, you place the NEXT function. This function tells Microsoft 
Excel to start the loop again. 


To set the test condition in the WHILE-NEXT loop, you can use the 
SET.VALUE and SET.NAME functions. For information on these func- 
lions, see the Microsoft Excel Function Reference. 
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ation Shows a fragment of a macro that calculates a series 


The following tlusts bese 
of averages trom data ona worksheet, and enters the results of those average 
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»* . ‘ . . ‘ : in , 
in cells on the worksheet. It continues looping unul it reaches a cell containing 


non-numeric data: 








— —; ; = C 




















Check for proper selection 
Error messege 
End mecro 

End brench | 
Check for end of list 

Select cell to hold everege | 





RunningAverage  _ 
TIFLISERROR(OFF SETCALTIVECELL(),-9,-1))) 


= ALERT( “Before starting, select the cell to the right of 10th velue in column” 2) 
= GNTOCEnd) 

=END IFO) 

aWHILECISNUMBER( OF FSET(ACTIVE CELL() 0.-1))) 

‘ 3 LECTOOFFSET(ACTIVE CELL() 1.0)) F 

. P ERAGE (OFFSET (ACTIVE CELL) 10 - 1) OFFSET(ACTIVE CELL(),-1,- 19) 
= FORMULA(AVe) 

#=NEXT() 

=RETURN() 


Compute ever ege 
Place everege in cell 
Restert loop 

End macro 


To stop a loop before it's finished, use the BREAK function. For more 
information, see the Microsoft Excel Function Reference. 


Getting User Input 


You use the INPUT function to ask for input from the person using the macro. 
The INPUT function has the following syntax: 

=|INPUT( message ftext.type_num title text default, x_pos,y pos) 

You set the following values with the INPUT function: 


= Message text A line of text asking the user to type a response. For 
example, a prompt could be “Enter the inflation rate. 

Be sure your prompts are clear and specific. If the user noads to weed ae 
particular type of data in a particular fashion, be sure to say so 1n t ep pt. 
Type num The type of information the user can enter. The following table 
shows values used to specify data types: 








Value Data type = 3 
i ? Formula 

1 Number 

9 Text 

4 Logical 

8 Reference 

16 Error 

64 Array 
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[ype num can be a combination of values. For example, if the user can give 


either a logical value (4) or a reference (8) as input, you would use the type 
number 12. 


a Title text 
dialog box, 


a Default 
box. 


a X pos 


(Optional) The utle that appears in the tle bar of the INPUT 
(Optional) The default value for the text box in the INPUT dialog 


(Optional) The horizontal location of the upper-left corner of the 

INPUT dialog box. X_ pos iy measured in points from the lower-left corner 
of the workspace and can be a value between 0 and 475. 

a Y pos (Optional) The vertical location of the upper-left corner of the 
INPUT dialog box. Y pos is measured in points from the lower-left corner 
of the workspace and can be a value between O and 300. 


The INPUT function returns the data the user enters, or FALSE if the user cancels 
the dialog box. 


It your command macro takes a long time to run, you can spread out the input 
requests to break up the waiting time for the macro. Or, if the macro can be left 
running unattended, ask for all the input at the beginning of the macro and then 
tell the users they can leave the macro running unattended. 


For information on the INPUT function, see the Microsoft Excel Function 
Reference. 


Starting One Command Macro from Another 


To start one command macro from another, use the following formula: 


=name of macro.) 


I! the command macro ts on a different macro sheet, name_of macro must be an 
external reference. For example, to start a macro named Print on a macro sheet 
named Utilities, you would use the following formula: 


=Utilities!Print( ) 


If you're starting a command macro that has arguments, enter the arguments 
between the parentheses, and separate multiple arguments with commas. For 
example, if on a macro sheet named Finance you have a macro called Disburse 
that disburses funds to different accounts, you could start the macro from a 


control macro and tell it to disburse $1,750.20 to the account named Rental by 
using the following formula: 


=Finance! Disburse( 1750.20, Rental) 


It you're starting a command macro that does not have arguments, be sure to 
include the empty parentheses, afler the name of the macro. For information on 
specifying different data types for arguments and returned values, see “Designing 
a Custom Function” in Chapter 17. 
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More About Making a Command Macro Respond to Varying 
Conditions 


npsecnsts Guidelines 
Including One Loop Within Another — Placing one loop inside another ts “i | 
nesting. If a command macro encounters 4 BREAK function hee nested loops, 
only the innermost loop that includes the BREAK function is ended. 


Using Add-in Command Macros Command macros can be saved * —.. 
macros that appear to be part of Microsoft Excel. If you want to use an : : 
command macro from another macro, you run the macro by typing Its nme, , 
without an external reference preceding It, into a cell. For example, if ie snes 
Disburse has been saved on an add-in macro sheet, then to use the psi 
macro to move $1,750.20 into an account named Rental, you would type the 
following formula: 


=Disburse( 1750.20, "Rental ) 


information on 
Add-in macros do not appear in the Macro Run dialog box. For information 
add-in macros, see “Creating Add-in Functions and Command Macros” in 
Chapter 20. 


Using a Command Macro to Start Itself Using a command macro to start itself 
‘s called recursion. Recursive macros are another useful way of repeating we 
actions or calculations in a macro. Be sure to design your recursive Macro SC 


eventually encounters a condition that stops it. 


KS ””—S—eS SSStS~—S 


Tips 


Keep Loops Short Often a command macro does most of its work ina prt sO 
the faster the loop, the faster the macro. Include in your loops only those func- 
tions that must be repeated. 


Keep Command Macros Simple Here's a quick test to see if es 
macros are too complicated: how easy 1s ClO explain what each oO Loa mn 
routine macros does? A subroutine macro that takes speed in a 
returns speed in feet per second 1s probably fairly simple. ate; a if iia jhe 
that creates your customer database, updates it, generates gS = 
produces mailing labels is trying to do too much. You re better off dividing 
complicated macros into pieces. 


Pasting Command Macro Names You can use the Formula Paste Function 
command to insert the name of a command macro into a formula on a macro 
sheet. 
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Using References and Data Types in a Command Macro 


NOTE 


NOTE 


When writing command macros, you often need to convert references into the 
values contained in the referenced cells, and data types into other data types. 


As much as possible, you should use names in your macros instead of references. 
Names ensure that functions always refer to the correct cells or values. For intor- 
mation on using names in macros, see “Designing a Custom Application” in 
Chapter 20. 


Types of References 


In command macros you can use a variety of references, depending on what you 
are referring to. You can use either Al-style or RICI-style references. The 
following table describes each type of reference: 


Al style R1C1 style Description __ 
SAS 1 R1C1 


Absolute reference to a cell in the macro 
sheet containing the macro 





Al R[1]C[1] Relative reference to a cell in the macro 
sheet containing the macro 

ISA$1 IR1C1 Absolute reference to a cell in the active 
sheet 

1A IR(1C([1] Relative reference to a cell in the active 
sheet (this reference is relative to the macro 
sheet cell that contains the reference, not to 
the active cell on the active sheet) 

Name'!$A$1 Name!R1C1 Absolute reference to a cell in the named 
sheet 

Name!A1 Name!R{[1}C[1] Relative reference to a cell in the named 


sheet (this reference is relative to the macro 
sheet cell that contains the reference, not to 
the active cell on the active sheet) 


A worksheet or another macro sheet must be active when the command macro 
encounters a reference preceded by an exclamation point. 
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Using References as Arguments 


In general, reference arguments are one of the following: 


« References to the active sheet, as text — If references are given as text, 
they must be in RIC style and enclosed in quotation marks. The formula 
=SELECT(“R[8]C|—3]"). for example, selects the cell that is eight rows down 
and three columns to the left of the active cell on the active sheet. If you want 
to select a cell relative to the active cell on the active sheet. you must use this 
form of reference. 

= References to the active sheet, as references If references are given as 
references they must be preceded with an exclamation point (!), and must be 
given in the reference style currently used in your workspace: either Al or 
RICI. By default, this is Al style. If your workspace is currently set to Al 
style, the formula =SELECT( '€ A$1) selects cell Al on the active sheet. 


= References toa macro sheet These references must be given in the style 
currently used in your workspace. They can be external references to other 
macro sheets, except when noted under the description for specific functions. 


If an argument requires a certain type of value, you can specify that argument 

as a reference to a cell that contains the required value type. For example, if an 
argument should be text, you can specify the argument as a reference to a cell 
containing text. These arguments can be either references to a worksheet or to a 
macro sheet, and they must be given in the reference style currently used in your 
workspace. 

Some macro functions, such as FORMULA, take an explicit cell reference as 

an argument. Other functions, such as ALIGNMENT, operate on the current 
selection. If you want to operate on a specific cell or cells on the active sheet with 
a function that operates on the current selection, first use the SELECT function to 
select the cells and then perform the operation. 


Converting Data Types 


If you use an argument that does not produce the correct data type, Microsoft 
Excel tries to convert the argument into the desired data type. For example, the 
LEN function takes one text argument and returns the number of characters in 
that argument. LEN(“abe™) equals 3. If you enter the formula =LEN( 1202) ina 
cell. Microsoft Excel internally converts the number 1202 into the text value 
“1202”. The formula =LEN(1 202) therefore equals 4. If you have the number 
1202 in cell BIO, then LEN(B10) equals 4. 








——— 
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Microsoft Excel converts numbers, text, and logical values as follows: 


Current 
Data Type 


Number 


Text 


Logical 


Number 


No conversion 
needed 


If the text is in any 
Microsoft Excel 
standard date, 
time, or currency 
format, it is treated 
as a number 


TRUE converts to 
1; FALSE converts 
to 0 


Data Type Needed 
Text 


Number automatically 
converts to text, as if it 
were enclosed in 
quotation marks 


No conversion 
needed 


TRUE converts to 
“TRUE”; FALSE 
converts to “FALSE” 


Logical 


lf the number is 
zero, it converts to 
FALSE; otherwise, 
the number con- 
verts to TRUE 


If the text is “true” 
or “false”, it con- 
verts to TRUE or 
FALSE; otherwise, 
it does not convert 


No conversion 
needed 


If you use an error value as an argument to a function that does not accept error 
values as arguments, the function returns another error value. 


In some command macros Microsoft Excel cannot automatically convert data 
types for you. You will need to use functions to convert one data type into 
another data type. Use the following table to determine what function to use to 
convert data types. 


Current 
Data Type 


Number 


Text 


Error 


Logical 


Reference 


Date 


Number 


No conversion 
needed 


VALUE function 


No applicable 
function 


No applicable 
function’ 


No applicable 
function 


The date functions 


Data Type Needed 
Text 


TEXT function 
No conversion 
needed 

TEXT function 
TEXT function 


REFTEXT function 


TEXT function 


*You can convert a logical to a number by multiplying by one 


Logical 
OR function 


No applicable function 
No applicable function 
No conversion 
needed 


No applicable function 


No applicable function 
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More About Using References and Data Types in a Command Macro 


If you display values on a macro sheet, you may 


notice that references aren't stored in the cells of macro functions that return 
references. This is because the reference is immediately translated into the con- 


tents of the cell referred to. 


Relative References for Moving the Selection 


In Microsoft Excel, relative 


references are used instead of the “directional macro keys” ({down} and {up}, 
for example) used in Lotus 1-2-3. To move one cell to the right, you would use 


the following formula: 
=SELECT(“RC{[1]") 


To move 10 cells down, use the following formula: 


=SELECT(“R[10]C") 


Using an Array in a Command Macro 


Microsoft Excel uses an array ina 


command macro in one of three ways: 


= Some worksheet functions (AND, AVERAGE, COUNT, COUNTA, MAX, 
MIN. OR. STDEV, STDEVP, SUM, VAR, and VARP) can take from | to 14 
arguments. All arguments must be of the same data type. If an array is used as 
an argument to one of those functions, all elements of the array are used to 


produce a single result. 


= If the formula is an array formula, the function acts on each element of the 
array and produces an array result. The ABS function uses a single number as 
an argument, and returns a positive number. The result of the array formula 
{=ABS({ 1,—2.3:-4,5,-6 })} is {1,2,3:4,5,6}. 


= If the formula is not an array formula and the function is not one of those 
listed above, the function takes the first element of the array and ignores the 
rest. For example, the formula =ABS(| | —2,3;—4,5,-6)} equals 1. 


Tip 


Using Arguments with a Command Macro 


Just as with a custom function, you 


can send values to and return values from a command macro. You do this by 


defining arguments and using the RETURN function. For more information, see 
“Designing a Custom Function” in Chapter 17. 





<5 


eee | 





608 


Chapter 19 Designing and Writing a Command Macro 


FAY aes 
aloe? Re 








8 RA PL ee LE eh LA tt 
Od ee Nth Wes ee DIC ORME IE OIL HIROSE REL IeT 








- 








Documenting a Command Macro 


MORE ABOUT 


Documenting your command macros makes them easier to read and understand. 
Notes, comments, macro names, cell names, and formatting are all ways to 
document your macros, 


e Notes Use notes with a macro sheet the same way you would with a work- 
sheet. Notes are useful when you need explanations that are too long to write 
conveniently on the macro sheet. Notes are also a good way to explain how to 
use your macro, since anyone can look at a list of all the notes attached to a 
document. For information, see “Adding Comments to a Worksheet” in 
Chapter 6. 


e Comments — Brief explanations written in a column next to your macro are 
a good way to document how your macro works. Comments help you and 
others understand how the macro was created. This makes the macro easier to 
maintain after it is written, When you write comments, explain why and how 
your macro operates, not just what it is doing. 


es Macronames Use a descriptive name in the first cell of your macros. 
When you run a macro by specifying its name, Microsoft Excel finds the 
named cell, calculates the formula in the cell directly below the named cell, 
and continues down the column. For information on naming macros, see 
“Writing a Command Macro,” earlier in this chapter. 

e Cellnames Once you have named a cell, you can use that name anywhere 
in your macro to refer to that cell, Using names to identify key cells ina 
macro makes your macros easier to understand. For information on naming 
cells, see “Naming Cells and Formulas” in Chapter 6. 


s Formatting Format your macro sheets in the same way you format your 
worksheets. Formatting does not affect how a macro runs. Removing gridlines 
and using borders and shading to emphasize certain parts of your macros can 
make them easier to read. It's also a good idea to use different fonts to make 
names, comments, and labels stand out. Using the same formatting scheme for 
all of your macros makes them easier to understand. For information on for- 
matting, see Chapter 5, “Formatting a Worksheet.” 


More About Documenting a Command Macro 
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SVssane” Guidelines 


Using Text on a Macro Sheet }=Command macros skip over cells containing text 
and go on to the next cell. This lets you put comments and named cells in your 
macro without affecting how it runs. 


Aligning Formulas = Alignment is not visible when you are displaying formulas 
instead of values, which is the default setting for macro sheets. 






, ‘ +* zs 5s - 
ESI SP> | HEEL HEEL FELT ITO IRC aA A 





Testing a Command Macro | 609 


- . e ‘ , ’ 3+ i es. ae) 
Mie as-* "\45-2 =. ‘SSedain »,% A Tone LE Se EE ae ead bet Pa ss iT 2% 
° vs . : 


Testing a Command Macro 


If you see that something 1s not working correctly with a command macro, start 
narrowing the possible locations of the problem. The best way to do this depends 
on your situation. The following sections describe a vanety of methods for find- 


ing and fixing problems. 

Some of the methods involve adding functions to your macro sheet to help the 
problem-solving process. After you have fixed the problems with your command 
macro, remember to remove these functions. 

Online Help also provides information on testing a command macro. To display 
online Help, choose the Window Help command. If you are using system 
software version 7.0 and the Help command does not appear on the Window 
menu, display Help by pointing to the Help menu icon and choosing the 
Microsoft Excel Help command. For information on a specific command, select 
the Commands topic. For information on using online Help, see “Using Help” in 
Chapter 1. 


mut Stepping through a command macro 


Stepping through a command macro means that Microsoft Excel calculates a 
formula contained in one cell of your macro sheet, and then stops and displays a 
dialog box showing the next formula to be calculated. By stepping through a 
macro, you can quickly check the individual steps of a macro, and make sure that 
formulas are being calculated in the correct order. You cannot edit the macro as 
you are stepping through it. 


1 Choose Macro Run. 
2 Inthe Run box, select the macro you want to run. 
3 Choose the Step button. 


Microsoft Excel displays the Step dialog box. The dialog box tells you which 
cell in the macro Microsoft Excel is about to calculate. You can move the 
dialog box if it’s in your way, 


4 To step through the macro, choose the Step button. 
To stop the macro, choose the Halt button. 
To resume running the macro, choose the Continue button. 


To calculate formulas one function or operator at a time, choose the Evaluate 
button. 
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111 Making a command macro step automatically 


You can add stepping to a command macro or a section of a macro by including 
the STEP function in your macro. This lets you step through a macro you are 
testing without always having to start the macro from the Macro Run command 
or interrupt the macro, 


1 If there's no empty cell above where you want stepping to start, insert a cell. 
Make sure that the cell is part of the group of cells you named as a macro. 
Enter =STEP() in the cell where you want to start stepping. 

Start the macro. 
Microsoft Excel runs the macro until it reaches the STEP function and then 
displays the Step dialog box, 

aut Stepping through an individual formula 


In addition to stepping through the formulas in a command macro, you can step 
through and evaluate the calculation of each part of a formula. This helps you 
check a formula for error values or mathematical errors. 


1 Display the Step dialog box. 


You can display the Step dialog box by choosing Macro Run and then 
choosing the Step button or by adding the STEP function to the macro, as 
described in the preceding procedures. 


2 Choose the Evaluate button. 


Each time you choose the Evaluate button, Microsoft Excel calculates the next 
part of the formula. 


You can also step through an individual formula by pressing SHIFT+ENTER while 
the Step dialog box ts displayed. 
au Interrupting a command macro 


You can interrupt a command macro while it’s running. Interrupting gives you 
the choice of stopping the macro, stepping through the macro, continuing the 
normal execution of the macro, or going to the cell at which the macro stopped. 


1 Press COMMAND+PERIOD, 
Microsoft Excel displays a dialog box. 


1 2 To stop the macro, choose the Halt button. 


To continue stepping through the macro, choose the Step button. 
‘ To resume running the macro, choose the Continue button. 


To go to the cell where the macro stopped, choose the Goto button. 


OR 
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11 Displaying returned values on the macro sheet 


You can switch a macro sheet from displaying formulas—its default——to display - 
ing values. This helps you find erroneous values. For example, you might know 
that a command macro ts not working correctly but you don’t know where It Is 
going wrong. Displaying values can show which formulas returned FALSE or 
error values. You can then correct those formulas to fx your macro. 


1) Choose Options Display. 
2 Turn off the Formulas check box. 
To resume displaying formulas, tum the Formulas check box back on. 


You can also switch between displaying values and formulas by pressing 
COMMAND4+ (single left quotation mark). 
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Guideline 


Values Returned by Macro Functions Most action-taking macro functions return 
the value FALSE before they are run, TRUE after they run successfully, and 
FALSE or an error value if they don’t run successfully. For information on what 
a specific function returns, see the Microsoft Excel Function Reference. 


5 eta eeiaerimemnnnesil 
o Tips 


Using the Macro Debugger = Microsoft Excel includes the Macro Debugger to 
help you find the problems in your command macros. The Macro Debugger !s a 


Microsoft Excel macro that lets you: 

= Set a breakpoint, a place where the macro pauses and Microsoft Excel 
displays the value of variables you have specified. 

® Set a tracepoint, a place where your macro pauses and you can start stepping 
through it. 

= Switch between displaying formulas and values on a macro sheet. 

= Select error values. 

® Run macros. 

= Jump to references and named areas. 


The Macro Debugger is stored as Macro Debugger in the Library folder in the 
folder containing Microsoft Excel. For information on the Macro Debugger, see 


Appendix B, “Microsoft Excel Library.” 
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Anticipate Mistakes — Try to anticipate the mistakes people may make while 
using your command macro. For example, if your macro asks people to type the 
number of labels to print, test what happens if they type “twenty,” or —10, or 5. 
Also, test what happens if someone chooses the Cancel button in one of your 
INPUT or custom dialog boxes. 


Working with Part of aMacro In some cases. you may want to temporarily add a 
HALT or RETURN function before the end of your command macro. This can 
be useful if you want to work with just the first part of your macro, or if you're 
debugging a custom function and want to check a particular value. 


Moving Quickly to the Formula That Is Causing an Error ~=When you run a macro 
and Microsoft Excel encounters an error, a dialog box appears. To quickly jump 
to the cell containing the error, choose the Goto button. 


Getting Help with Error Messages To get online Help on any messages, press 
COMMAND+SLASH(/) while the message is on your screen. 


Use Copies of Your Documents to Testa Macro Use copies of your documents 
while testing a command macro because an untested macro may accidentally 
destroy part or all of a document. You should also save your macro sheet and 
worksheets before testing. Be especially careful about lesting macros that will run 
automatically. After making a change to such a macro, prevent it from running 
automatically by deleting the macro's Auto_Close or Auto_Open name. Before 
letting the macro run automatically, test the macro as thoroughly as possible. For 
information on macros that run automatically, see “Creating a Macro That Runs 
Automatically” in Chapter 20. 


Have Someone Check Your Command Macro Ask someone else to check your 
command macros to help find blatant errors, such as a misspelled function name 
or a GOTO function that goes to the middle of an unrelated macro. Obvious 
errors can be hard to see yourself. After you've been working with a macro for a 
while, it’s natural to assume that you've already found all the obvious mistakes. 


Adapt the Goal of Your Command Macro if Necessary If you find that your 
command macro doesn't work unless a database is already defined, you don’t 
necessarily have to rewrite the macro so that it defines the database for you. Just 
make it clear in the documentation of your macro that it requires a defined 
database. Or, better yet, have the macro check for a defined database before it 
runs. 


Use Test Situations Develop conditions where you know what the result of 
your command macro should be. Then run the macro and see if it does what you 
think it should. You may want to see what your macro does when given a set of 
test data, such as a worksheet filled with zeros or a database filled with —1's. 
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Test the Limits of Your Command Macro Vest the effects of going over or under 
any limits inherent in your command macro. For example, if you've written a 
macro that should print up to 100 labels, try running the macro to print 100 
labels. to print LOL labels. to print 0 labels. and to print | label. 


View Both Formulas and Values = While testing your command macro, you may 
find it useful to view both formulas and values at the same time. You can do so 
by opening a second window for the macro sheet with the Window New Window 
command. Then set one window to display values and the other to display for- 
mulas, and arrange the windows so you can see them both. 


MORE ABOUT 


Using a Variable Value to Start Stepping §=You can start stepping through a 
section of a command macro by combining the IF and STEP function with the 
variable. For example. if you want to check what happens at the end of a loop 
that repeats 20 times, you could put the following statement in your loop: 


=IF(Counter=19,.STEP( )) 


When the loop executes for the 19th time, Microsoft Excel displays the Step 
dialog box and you can step through the loop the last time it runs. 


Speeding Up or Slowing Down a Command Macro 


At times you'll need to control the speed of a command macro, either to increase 
it for efficiency or to decrease it for displaying information. 


Speeding Up a Command Macro 

There are several things you can do to increase the speed or perceived speed of 

your command macro. 

= Turn off screen updates using the ECHO function Tur off screen 
updates in sections of your macro where users do not need to see what 
happens on the screen. Turn screen updates back on when users need to see 
what 1s displayed on the screen. For information on the ECHO function, see 
the Microsoft Excel Function Reference 

= Hide macro sheets Hiding macro sheets reduces the number of screen 
updates Microsoft Excel must perform while running a macro, thus freeing 
your computer to perform other tasks. You can hide windows using the HIDE 

: function. For information on the HIDE function, see the Microsoft Excel 
Function Reference. 

# Turn off automatic calculation Using the CALCULATION function, you 
can control the type of calculation used for your worksheets: automatic, 
automatic except tables, or manual. Turn on manual calculation when auto- 
matic calculation is not necessary and then use the CALCULATE.NOW and 
CALCULATE.DOCUMENT functions to calculate worksheets when needed. 
For information on the various calculation functions, see the Microsoft Excel 
Function Reference. 
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Keep users informed of progress during long tasks Waiting is easier 
when you know that progress is being made. Using the MESSAGE function, 
you can display progress during tasks such as opening documents, calculating, 


or printing. For information on the MESSAGE function, see the Microsoft 
Excel Function Reference. 
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# Intersperse input with action A series of small waits between dialog 
boxes seems shorter than one long wait after a series of dialog boxes. If your 

macro requires input from the user, intersperse the INPUT functions with the 

other actions. For information on the INPUT function, see the Microsoft 

Excel Function Reference. 

Use external references instead of activating windows For example, if 


you need a macro to enter a formula on a worksheet, use an external reference 
with the FORMULA function to enter the formula: 


=FORMULA("=Profits—Taxes” “Worksheet |!R10C11") 
=RIZTURN(G) 


Using this function with an external reference saves many steps over a func- 


tion that activates the worksheet, selects a cell, inserts the formula, and then 
reactivates the macro sheet. 


If your command macro displays information that users need to read, you may Using a Code Resource as a Custom Function ... 649 
need to slow down the speed of your macro. You can use the WAIT function to 


: re aig Creating an International Macro Sheet ... 651 
make a macro wait a certain amount of time or resume running at a specific time. 

You can also use the ALERT function to display a message and allow the user to 

respond to the message. For information on the WAIT and ALERT functions, see 
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Next, it's a good idea to draw all the menus and dialog boxes that will be needed 
in the application. Drawing the menus and dialog boxes helps you visualize the 
application as a whole before you start writing command macros, gives you 
something to test, and lets other people review your design before you create the 
application. Also, drawings can help you create the actual menus and dialog 
boxes. 


Designing the Macros 


Once you have identified the user tasks in a custom application and designed the 
menus, commands, and dialog boxes, you can start designing the macros that will 
perform the work of the application. 


a Design your custom applications using control macros and subroutine macros, 
as discussed in Chapter 19, “Designing and Writing a Command Macro.” 
Control macros usually correspond to commands in your application. Users 
run these macros by choosing a command from a menu or by pressing a key 
combination. Subroutine macros are used by the control macros to carry out 
commands. Create a flow chart that shows how the various macros work 
together. 


es Design a naming system for macros and the values used with macros. A 
consistent naming system makes your macros easier to read and maintain. In 
simple applications, use the macro name to name the range containing the 
macro. For values within a macro, use the macro’s name as a prefix to the 
value’s name. Design your naming system so that similar names will appear 
next to one another in the Formula Define Name, Formula Paste Name, and 
Formula Goto dialog boxes. 


For example, a simple custom application might have a command called 
Uipdate Report, You would use the name Update Report to name the range 
containiig the macro that updites the report. Lo mane the cell that tecotds the 
date the report was updated, use the name Update_Report.Date. You could 
then use the name Update_Report.Date in other macros in the application. 


Other types of information you might want to include in your macro naming 
scheme are the type of macro (control or subroutine) and the type of object to 
which the name refers (cell, range, formula, array, or value). 
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® Design the layout of the macro sheet, grouping similar items together, All 
control macros should be in one place, all subroutines in another place, and all 
dialog box descriptions in another place. Your macro sheet layout should be 
easy to read and understand and should permit easy insertion and deletion of 
rows and columns. 


The following illustration shows one way to design the layout of a macro 
sheet. The macro area takes up three columns: one for names, one for 
formulas, and one for comments. The dialog box definition table and 
command and menu table areas contain enough columns to store all the 
elements of custom dialog boxes, commands, and menus. 


Contro/ Subroutine Miscellaneous 
Macros Macros lables 





ciuj rT sTeTt[a[alole 





Dialog box Command and 
definition table menu tables 


With this layout, you can add rows to any section without disrupting the cells 
or tables in other sections. You can also add additional sections to the right of 
the command and menu table area. This layout ts used throughout this book. 
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Creating a Macro That Runs Automatically 


You can create ; 
‘ ate a macro that runs j alics 
vsvadicdctenaie Oe whe ns automatically every time you open or close a 
Before you define a macro to run automaticall ake s 
itis thoroughly tested. soieaciiiia 


An 

Kai Oe das easeee kOe if the document in which it is defined is itselt 

peanetienieteei rm : 2 . si i that case, include the RUN macro function in the 
e document. For inf 

see the Microsoft Excel Function Reference. ormation on the RUN function, 


For information on See 
Recordin 
ing a macro Chapter 18, “Automating Tasks with Command 
oh Macros” 
riting and testing a macro Chapter 19, “Designing and Writing a Command 
Macro” 


sus Running a macro when opening a specific document 


To have a mac 
. . ive a Macro run automatically when a document ts opened, define an 

val Starts w i , sia 
ke a with Auto_Open and refers to the name of the macro you want to run 
pecans whenever the specified document is opened. You can have 

* names that start with Auto _O ) 
‘ n. For exampl anizati 

ri hin pe ple, your organization ma 

i ‘ at runs with every works J 

sheet, such as Auto_O 
a ‘ai : ; ‘ _Open_Menu. You 
dee olny macro that you want to run every time you open a specific 
sheet. When you open that worksheet, both macros run | 


1 Activate the document. 

2 Choose Formula Define Name. 

3 Inthe Name box, type a name that starts with Auto Open 
: S$ 


‘ 


If you enter i 
y er an external reference, Microsoft Excel opens the macro sheet (if it 


is not already open) before running the macro. 
5 Choose OK. 


sun Running a macro when closing a document 


bles wave a macro run automatically when a document is closed, define i 

that starts with Auto_Close and refers to the name of the mac preys ctpeet 
lesion the macro runs whenever the specified document is rane = 
sheet containing the macro must be open for the macro to run. ——— 


1 Activate the document. 
2 Choose Formula Define Name. 


3 Inthe Name box, type a name that starts with Auto_Close 
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5 Choose OK 


More About Creating a Macro That Runs Automatically 


ieee: «Guideline 


Using Hidden Names with Automatic Macros With the DEFINE.NAME tunc- 
ye used with automatic MACTOS as u regular name or a 
arin the list of names in the Formula 


ormula Goto dialog boxes. 


tion, you can define a nan 
hidden name. Hidden names do not appe 


Define Name, Formula Paste Name, and F 
as one type of name oF the other, but 


h both regular and hidden 
ones with regular names. 


You should define an automatic macro name 
not both. If Microsoft Excel finds automatic macros wil 
names, Ht runs the macros with hidden names before the 


For information on the DEFINE.NAME function and related functions, see the 


Microsoft Excel Function Reference. 


Tips 


Opening Documents Auto 
macros that run automatically 


matically When Microsoft Excel Starts Combining 
with documents that open automatically can be a 
convenient way to start a custom application In Microsoft Excel. You can specily 
4a document lo open automatically by placing ‘tina startup folder. For more 
information, see “Specifying a Startup Folder and Document,” in Chapter 16. 


Bypassing Macros That Run Automatically You can open or close a document 
without running an auto-open OF auto-close macro by holding down SHIFT when 


you chose the Open button in the File Open dialog box or when you choose File 
Close. If a message ts displayed before the file opens or closes, such as for 
entering a password, you must also hold down SHIFT when you choose OK in that 
message. 

Preventing a Document from Being Closed 
llowing function in the a 


To prevent a document from being 


closed, include the fo ulo-close command macro: 


=I/ALT(TRUE) 
This funcuion also halts the auto-close M 
macro. You can com 
from being closed unless some ac 
on the IF and HALT functions, see 


acro, so put it at the end of the command 


bine this function with the IF function to prevent a document 
information 


tion has been performed. For more | 
the Microsoft Excel Function Reference . 





Event-Triggered Command Macros = You can also trigger macros to run with 
events other than opening oF closing a document. The following table lists 


functions that run a macro when a specific event OCCUTS. 
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Creating a Custom Dialog Box 


You create a cus - : 
ee dialog box by using the Dialog Editor, a separate application 
ee iu licrosoft Excel. With the Dialog Editor, you can add, arrange 

, or resize items in a dialog box, and , ae hae 

move or resize the dialog box. Y 
also group items to show th g box. You can 
Slo; ey are related. For example, you cz 
option buttons so that onl ple, you can group several 
Ss y one of the options can be selected at a ti 

cash ed at a time. Onc 
create a group, you can resize and move il as a unil. a 


You can add a variety of items to a custom dialog box 


Text edit box Number edit box 





List box 





Command button 





s Enter Records |= 


a 
5 


am 1 
Name mith bass clarinet [ Enter Record | 


clarinet 
) Available during summer 
Student Status 
© High school student 
© College student 
@ Nonstudent 








Option button Group box Linked edit Text 
Check box - 








dialog boxes lor Microsolt 
alog boxes that look exactly 
alog box, the Dialog Editor 
escribes the dialog box and all 
ith, and height 


text labels for the tems contained in the dialog box. 


The Dialog Editor helps you quickly create custom 
Excel command macros You can create custom di 
the way you want them lo, When you create a di 
automatically writes a dialog box definition that d 
the items it contains. The definition also includes position, Wit 


coordinates and any 
To create and use a custom dialog box: 
s Create the dialog box with the Dialog Editor. 


a Copy the dialog box definition to a macro sheet, 


es Write a command macro to use the dialog box. 
When you run the command macro, any lnpull ts transferred automatically from 
the dialog box into the dialog box definition on the macro sheet. Your other 


macros can then refer to the values in the dialog box definition. 


Creating a New Dialog Box 


When you start the Dialog Editor, 11 automatically creates a blank dialog box. 


nun Starting the Dialog Editor 

Pm In the folder containing Microsoft Excel, double-click the Dialog Editor icon. 
Once you have a dialog box on your screen, you can add, delete, and move items 
in the dialog box. 


sun Adding an item to a dialog box 


All items except group boxes and fixed text have more than one variation. When 
you choose the item you want from the Item menu, a dialog box appears so you 


can specily the variation you want. 
> From the Item menu, choose the item you want to add. 


To add a copy of an item, select it and press ENTER OF choose Edit Duplicate, 


NOTE _ \f you select a group box and press ENTER, an option button is added to the group 
box. 


nun Selecting an item in a dialog box 


You must select an item before you can MOVE, resize, or delete it. 


® Pm Click the item you want lo select. 


Qo Press TAB Unt the item you want Is selected. 


yu Selecting multiple items in a dialog box 


g 1 Click the first item you want. 
2 Hold down SHIFT and click the items you want to select. 
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sau Deleting an item in a dialog box 
1 Select the item or items you want to delete. 
2 Choose Edit Clear. 


You cannot delete a dialog box with the Edit Clear command. If you choose this 
command when a dialog box is selected, all the items in the dialog box are 
deleted. 

sun Moving an item in a dialog box 


You may need to choose Edit Info and turn off the Auto check box for the x and y 
position before you can move the dialog box item. 


> Drag the item to the location you want. 


— 


Press TAB to select the item you want. 


2 Use the ARROW keys to move the selected item in the direction you want. To 


move the item one pixel at a time for more precise positioning, hold down 
OPTION and press an ARROW key. 


3 When the item is where you want it, press ENTER. 


sua’ ~-Resizing an item in a dialog box 


You may need to choose Edit Info and turn off the Auto check box for Height and 
Width before you can change the size of the dialog box item. 


— 


Click the item you want to resize. 


2 Drag the border of the item until it’s the size you want, 


1) Press TAB to select the item. 

2 Hold down SHIFT and press an ARROW key to change the size of the item. 
3 When the item is the size you want, press ENTER. 

aus Canceling a change 

To cancel moving or sizing an item: 


I ree » » af ; * & 
P Press COMMAND+PERIOD before you press ENTER or release the mouse button. 


sun Turning off automatic sizing and positioning 


Some of the dimensions of dialog box items, such as the height of an OK or 
Cancel button, cannot be changed until you turn off the Auto check box. 


1 Double-click the item. 


2 Turn off the Auto check box next to the dimension you want to change. 









Type the size or position you want. 


Choose OK. 


Select the tem. 

Choose the Edit Info command. 

Tur off the Auto check box next to the dimension you want to change. 
Type the size or position you want. 


Choose OK. 
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Working with a Group of Items 

A group is a set of related items placed together in a group box because they 
share similar functionality. You can move, resize, or delete an entire group. After 
you create a group box, you can add items, delete items, and move items into and 
out of the group. 

nun Creating a group of items in a dialog box 

You create a group box before you create the items you want in it. 

1 Choose the Item Group Box command. 


2 From the Item menu, choose the items you want to add. 
You can also add option buttons to a group by selecting the group and 
pressing ENTER for each option button you want to create. Immediately 
after creating an option button, type the name you want for the button. 
uu Adding an existing item to a group 


If you try to drag an existing item into a group box, it is not displayed if it was 
created before the group box was created. To display that item in the group box: 


1 Select the item. 
Choose the Edit Cut command. 
Make sure the group box is selected. 


Choose the Edit Paste command. 


mn & W ND 


Drag the item into the group box, or use the ARROW keys to position the item 
and then press ENTER. 

mu Changing a group of items 

1 Select the group box. 

2 Choose Edit Select Group. 


3 Move. resize, or delete the group as you would an individual item. 





You can also edit, move, resize, or delete individual items in a group box just as 
you do items not in group boxes. 
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Copying a Dialog Box to a Macro Sheet 

Alter you create a dialog box with the Dialog Editor, you copy the resulting 
dialog box definition to a Microsoft Excel macro sheet. 

sun Copying the dialog box definition to a macro sheet 


To use your custom dialog box in a macro, you first copy the dialog box to a 
macro sheet. As soon as you copy the dialog box to the Clipboard, any other 
dialog box already there is deleted. It's a good idea to paste a dialog box into a 
macro sheet immediately after copying it to the Clipboard. 


1 Choose Edit Select Dialog. 


With the mouse, you can also click the dialog box border to select the dialog 
box. 


Choose Edit Copy to copy the dialog box to the Clipboard. 
Switch to Microsoft Excel. 


Open the macro sheet in which you want to paste the dialog box definition. 


nb W MY 


Select the cell in the upper-left corner of the range where you want the dialog 
box definition pasted. 


If you are changing an existing dialog box, the revised dialog box definition 
may fill more rows on the macro sheet than it did before, especially if you 
added items to the dialog box. You may want to first paste the dialog box 
definition into an empty area of the macro sheet to see how many rows it will 
fill. That way, you can make sure that you will not unintentionally replace 
other data with the additional rows. 


6 Choose Edit Paste. 


Microsoft Excel pastes one row of data for each item in the dialog box and 
one row for the dialog box itsell. 


7 Name the dialog box definition by choosing Formula Define Name and typing 
a name inthe Name box. 


Quitting the Dialog Editor 


After you copy the dialog box definition to a macro sheet, you can quit the Dialog 
editor, 


nun Quitting the Dialog Editor 
Dm lithe Dialop Pelitor, choose Pile Quit 


Hoyer createed te Ww elirhege bea ar chaipedd aie ads tige ene, he Paahag bation 
usks if you want lo copy your changes to the Clipboard. 1 you want to use ihe 
dialog box in Microsoft Excel and have not already copied it, choose the Yes 
button. If you choose the No button, any changes made to the dialog box are 
lost. 


To display your dialog box, 








Displaying a Dialog Box 
you need to create a macro that uses the dialog box 


definition you created with the Dialog Editor. Use the DIALOG.BOX ftunction in 


the macro to display a dialog box. 

=DIALOG.BOX(dialog_ref) 

The dialog ref argument is the reference or name of the cell range that genial 
the dialog box definition table. The DIALOG.BOX function returns the item 
number of the button chosen to close the dialog box. If the Cancel button ts 
chosen, the DIALOG.BOX function returns FALSE For more information on 
the DIALOG.BOX function, see the Microsoft Excel Function Reference. 


Editing an Existing Dialog Box | 
You can open an exisung dialog box in the Dialog Editor to change it or delete 1 
completely. 


imu Deleting an existing dialog box 
To delete all contents of the dialog box that is Curr 
Editor: 
pm Choose File New. 
‘hange - displaved dialog box, the Dialog Editor asks if you want 
Pe ne se To copy the changes to the Clipboard, 
choose the Yes button. To lose your changes, choose the No button. 


ently displayed in the Dialog 


iu Changing an existing dialog box 

You can change a custom dialog box that already exists on a macro sheet by 
copying the dialog box definition from the macro sheet to the enim ea 
pasting it from the Clipboard into the Dialog Editor. You can then edit the dialog 
box in the Dialog Editor. ly 

1 In your macro sheet. select the cell range containing the dialog box definition 


table 

Make sure you select all the cells containing the item, position, size, text, and 
iitial/result information. Phe dialog box definition table is seven columns 
wide and at least two rows long. 

Choose Edit Copy. 


Switch to the Dialog Editor, 


> W NO 


Hi the Diahopy Peltor, choose clit Paste 
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With the mouse, you can also click the dialog box border to select the dialog 


box. 


a 


NOTE 


NOTE 
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7 Choose Edit Copy to copy the revised dialog box to the Clipboard. 
g Switch to Microsoft Excel. 


g Inthe macro sheet, select the cell in the upper-left corner of the range 
containing the dialog box definition. 


The revised dialog box definition may fill more rows on the macro sheet than 
it did before, especially if you added items to the dialog box. You may want 


to first paste the dialog box definition into an empty area of the macro sheet to 


see how many rows it will fill. That way, you can make sure that you will not 
unintentionally replace other data with the additional rows. 


10 Choose Edit Paste. 


sua Changing the location of a dialog box 


A custom dialog box always appears on the screen in the same location as when 
it was copied to the macro sheet. If you want to change the location of a custom 
dialog box on your screen, reposition it in the Dialog Editor. 


You may need to choose Edit Info and turn off the Auto check box for the x and y 
position before you can change the location of the dialog box. 


1 Click the border ot the diitoy bow to select the entire dialog box, 


2 Drag the dialog box to the location you want, 


All the items in the dialog box move along with tt. 


4 Choose Edit Select Dialog. 


2 Use the ARROW keys to move the dialog box to the location you want. 


nun Resizing a dialog box 


You may need to choose Edit Info and turn off the Auto check box for Height and 
Width before you can change the size of the dialog box. 


— 


Click the border of the dialog box to select the entire dialog box. 


2 Drag a side or corner of the dialog box until it is the size you want. 


Choose Edit Select Dialog. 


29 Hold down SHIFT and press an ARROW key to change the size of the dialog 
box. 


3 When the dialog box is the size you want, press ENTER. 
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More About Creating a Custom Dialog Box 


Number of Items ina Dialog Box =A single custom dialog box can include: 
32 items that can take or return arguments 


1.024 text characters 


Measuring Position of Dialog Box Items = The horizontal position of an item 
within the dialog box is measured in from the left edge of the dialog box to the 
left edge of the item, The vertical position of an item is measured in from the top 
of the dialog box to the top of the item. 


Number Formats in Custom Dialog Boxes = Number formats appear only in fixed 
text, integer edit boxes, and number edit boxes (item numbers 5, 7, and 8). For 
number formats to be displayed in other parts of a custom dialog box, the 
numbers must be entered as text. 


Moving or Sizing Items ina Single Direction 11 you hold dawn SHEE white yeu 
an item or its border, you will be able to drag only vertically or horizontally, 
depending on which direction you first move the mouse, 


Aligning Dialog Box Items = You can use the Edit Info dialog box to precisely size 
and position a dialog box item. For example. you can align a series ol edit boxes 
by typing the same x coordinate for each of them. 

Some items have the Auto check box turned on for one or more of the four size 
on coordinates. You cannot change the width or height of an item while 
the Auto check box is turned on for that dimension. To change the size of the 
item. first turn off the Auto check box and then type a new number in the asso- 
ciated edit box. 


Getting Information on a Custom Dialog Box For information on a dialog box 
are creating with the Dialog Editor, select the dialog box and choose the Edit 
Info command. The Info dialog box appears, showing the size and position coor- 
dinates of the dialog box. 
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Automatic Sizing and Positioning —_\f you omit either or both of the x and y 
position numbers for a dialog box or item, Microsoft Excel positions the dialog 
box or item for you. If you omit either the height or width for a dialog box or 
item, Microsoft Excel sizes the box or item for you. If you omit just one value, 
Microsoft Excel automatically adjusts the measurement for that dimension. 


Creating Custom Data Forms =You can define a custom dialog box and then use 
it as a custom data form for a database. You can use only static text and edit 
boxes on a custom data form. You enter database field names in the initial/result 
column to link items in the form to fields in your database. You set up the data 
form description just as you would for custom dialog boxes. For an example of a 
custom data form, see “Creating a Custom Data Form,” in Chapter 9. 


Creating Movable Custom Dialog Boxes You can create a custom dialog box 
that users can move around the screen, like the Formula Define Name dialog box. 
To create a movable custom dialog box, type a title in the first row of the text 
column in the dialog box definition table. (The text column is the sixth column in 


the definition table.) The title will appear in the title bar of the dialog box; you 
can use the title bar to drag the dialog box around the screen. 


Using a Custom Dialog Box in a Command Macro 


NO fF WD — 


When you paste a dialog box from the Dialog Editor into a macro sheet, 
information about the coordinates and types of items for the dialog box are 
entered in the dialog box definition on the macro sheet. 


Layout of the Dialog Box Definition Table 


The dialog box definition table has the following structure: 


Column Contents 


Item number 


X position of item's upper-left corner, measured in points 
Y position of item's upper-left corner, measured in points 
Width of item, measured in screen units 

Height of item, measured in screen units 

Text associated with item 

Initial value or result for item 
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scribe » dialog box itself. I 

The first row of the dialog box definition table desc ribes — in 

: are bli Microsoft Excel centers the 

- tion columns are blank, 

the x-position and y-post ay eee 
paid. box on the screen. Subsequent frows are for dialog box item: : nae 
describes one dialog box item. For example, here ts a sample custom ¢ Mu 
definition table and the resulting dialog box: 
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& Avoilable during summer 
Student Status 
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Setting Initial Values In a Custom Dialog Box A 
To specify an initial value for a dialog box item using ee oe e 
SET.VALUE function to specily a value in the pont CAE alban 4 
box item. For example, if you want the integer edit box " “i : <a ; ocliarl 
to 40.00 when the dialog box Is displayed, you word ae g 

in your macros (the initial/result cell for the integer edit box 1s O15): 


=SET.VALUE(O15,40.00) 
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To use the values the user enters in a custom dialog box, have formulas in your 
macros refer to the initial/result column for each item. For example, if you have 
users enter an integer in an integer edit box, your macro should refer to the 
initial/result column for the integer edit box item. 


Using the Value Returned from a Custom Dialog Box 


When the custom dialog box is run, the DIALOG.BOX function that displayed 
the dialog box returns the number of the dialog box item chosen to close the 
dialog box. It can then pass this number to other macros. For example, if the user 
chooses the Add button and that is the seventh item in the dialog box definition 
table, the DIALOG.BOX function returns the value 7. If the user chooses the 
Cancel button, the DIALOG.BOX function retums FALSE. 


Items in a Custom Dialog Box 
The following table describes each type of dialog box item. 


Item Type Description 


1 OK button (default) Closes the dialog box, enters the data from the 
dialog box into the initial/result column, and returns 
control to the macro. The name of the button 
appears in the text column; the button does not 
have to be called OK. This button is already 
selected when the dialog box is displayed. 


2 Cancel button (not Closes the dialog box and returns control to the 
default) macro. The name of the button appears in the text 
column; the button does not have to be called 
Cancel. 
3 OK button (not Closes the dialog box, enters the data from the 
default) dialog box into the initial/result column, and returns 


control to the macro. The name of the button 
appears in the text column; the button does not 
have to be called OK. 


10 






Type 
Cancel button 
(detault) 


Text 


Text edit Dox 


integer edit box 


Number edit box 


Formula edit box 


Reference edit box 
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Description 


Closes the dialog box and returns control to the 
macro. The name of the button appears In the text 
column: the button does not have to be called 
Cancel. This button is already selected when the 
dialog box !s displayed. 


Fixed text that you can use to label items in the 
dialog Dox. 


A box in which you can enter text. The box can be 
more than one line high. Enter the height of the edit 
box in the height column. The text column for this 
item is ignored. The initial value is the proposed 
contents of the edit box 


Like a text edit box, except you Can enter only 
integers from —32765 to 32767. The text column 
for this item is ignored. The initial value is the 
proposed contents of the edit box. 


Like a text edit box, except you can enter only 
numbers. This edit box accepts formatted data. _ 
The initial value is the proposed contents of the edit 
box. 


Like a text edit box, except it accepts all formulas. 
References in the initial/result column are always 
R1C1-style references in the form of text. When 
these references are displayed in the dialog box, 
they are converted to the current style of the 
Microsoft Excel workspace (Ai styleissetby 
default). If the user enters a constant, an equal sign 
is added before it. If the user enters text, it is 
enclosed in quotation marks. 


Like a text edit box, except you can enter only 
references. References in the initial/result column 
are always R1C1-style references In the form of 
text. When these references are displayed in the 
dialog box, they are converted to the current style 
of the Microsoft Excel workspace (A1 style is set by 
default). 
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Item 
11 


13 


14 


15 





Type 


Option button group 


C dpotleons Dovatteons 


Check box 


Group box 


List box 


«be ago 2B e,! 
APOE On Sa 


Description 


An option button group item must immediately 
precede each group of option buttons. The text 
column can contain a label for the group. The 
initial/result column contains the number of the 
selected option button in the following group. The 
button in the row below the option button group 
item is button number 1, the next is number 2, and 
so on. If the initial/result column is blank, button 1 Is 


assumed. If the initial/result column contains #NA, 
no buttons are selected. 


hi Crete ol option bullatio, only ane bullon can 


be selected. The text column contains the name of 
the button. 


The text column contains the name of the check 
box. The initial/result column contains TRUE if the 
check box is turned on, FALSE if it is turned off, or 
#N/A if the check box is grayed. 


A box used to visually group items within your 


dialog box. The text column can contain a label for 
the group. 


Contains a list of items. The text column contains a 
reference to the items contained in the list. This can 
be an R1C1-style reference given as text, a name 
of a reference, or a name of an array. You can also 
specify the list by using any function that returns an 
array. (Do not include the equal sign for the 
function.) If the reference is to blank cells or is 
invalid, no items are displayed in the list box. The 
initial/result column contains the number of the 
selected item in the list box. The first item in the list 
box is item number 1, and so on. If the initial/result 
column is blank, number 1 is assumed. If the 


initial/result column contains #N/A, no items are 
selected. 


lf the initial/result column contains a valid name, 
the list box becomes a multiple-selection list box, in 
which the user can select more than one item from 
the list, like the list of names in the Formula Apply 
Names dialog box. The name must refer to a single 
number or a one-dimensional array of numbers 
corresponding to the positions in the list of the 
initially selected values. Once the user selects 





otter’ 


Item 


16 


17 


18 


19 


Type 


Linked list box 


icon 


Linked file list BOX 
(Windows and OS/2 
only) 


Linked drive and 
directory list box 
(Windows and OS/2 
only) 
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e matching the text in 


the initial/result column does not exist when the 


dialog box !s opened, Mi 


name. 
Like a list box, except it 


must be preceded 


crosoft Excel creates the 


by a text 


elected in the 
box (item 6). When an item is S | 
ie list box, the text of that item Is displayed in 
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initial/result column contains the number of the 


selected item in the list 


box. The first item 


box is item number 1, and so on. if the init 


column is blank, number | 
initial/result column contain 


selected. 


in the list 
ial/result 


1 is assumed. If the 
s #N/A, no items are 


Displays one of three icons. The text a, ” 
contains 1 when users must make a choice, 


presenting information 


to users, and 3 wh 


. nai 
curred. For illustrations of t 
a nae n in the Microsoft Excel 


see the ALERT functio 
Function Reference. 


Lists files in a directory. Mus 


drive and directory list 


to filter filenames to appea 
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en an 
se icons, 
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Item Type 


20 Directory text 
(Windows and 
OS/2 only) 


21 Drop-down list box 


22 Drop-down 
combination 
edit/list box 









Description 


Displays the name of the current directory. Does 
not change after the dialog box is displayed. To 
display the directory name so it will change as the 
directory is changed, insert a type 5 item after a 
type 19 item. The text column and initial/result 
column are ignored. 


Contains a list of items. The text column contains 
a reference to the items contained in the list. This 
can be an R1C1-style reference given as text, a 
name of a reference, or a name of an array. You 
can also specify the list by using any function that 
returns an array. (Do not include the equal sign for 
the function.) If the reference is to blank cells or 

is invalid, no items are displayed in the list. The 
height column (the fifth column) contains the length 
of the drop-down list when it is displayed. The 
initial/result column contains the number of the 
selected list item. The first item in the list is item 
number 1, and so on. If the initial/result column is 
blank, number 1 is assumed. If the initial/result 
column contains #N/A, no items are selected. 


Like a drop-down list box, except it must be pre- 
ceded by a text edit box (item 6). Users can edit 
the item in the edit box before the list is displayed. 
The height column (the fifth column) contains the 
length of the drop-down list when it is displayed. 
The text column contains a reference to the items 
contained in the list. This can be an R1C1-style 
reference given as text, a name of a reference, or a 
name of an array. You can also specify the list by 
using any function that returns an array. (Do not 
include the equal sign for the function.) If the 
reference is to blank cells or is invalid, no items 
are displayed in the list. The initial/result column 
contains the number of the selected list item. The 
first item in the list is item number 1, and so on. If 
the initial/result column contains #N/A, the initial 
value is taken from the preceding text edit box. If 
the initial/result column is blank, number 1 is 
assumed. If the user types text in the box that is 
not contained in the list, the typed text is returned 
in the initial/result column of the preceding text edit 
box (type 6). 
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Creating Dynamic Dialog Boxes 


a . * . ; > ) 
You can create custom dialog boxes that change as users work with the ; ¥ 
: > ‘ . electte > aloyv 
display or remove Oplions, depending on what items are se lected in the ; _ z 
: . : . ' 7] 
box. Custom dialog boxes that change while in use are called dynamic dtatog 
boxes 


An example of a dynamic dialog box is the Data Series dialog box. png 
choose the Data Series command, the Date Unit options are unavailable. : “eh 
you select the Date option under Type. the Date Unit options become availadie. 


the Date Unit options are 
unavailable 


When you select 
Linear 






















Nate that 





Series in 
















@ Rou's 6) Linear @ oy 
© Columns © Growth O Werkiby ( Cancet | 
© Date O Mouth 
© ¥rur | 
Step Value: Sees Stop Value: | | 
When you select the Date Umt options 
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Date Unit 
(@) Day 
© Weekday 
© Month 


Series in 
(©) Rows 
© Columns 
© Year 


Type— 
() Linear 
©) Growth 
@ Date 







You create a dynamic dialog box by designating certain dialog box items as 
rrievers. You do this by adding 100 to the item number in the dialog box 
definition table. For example, an OK button designated as a trigger has item 
number 101. 
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When a user selects or edits a dialog box item that is a tngger, your macro con- 
tinues running but the dialog box remains on the screen. The DIALOG.BOX 
function returns the number of the selected item and the initial/result column ts 
updated to reflect the user's selections. Your macro can then alter the dialog box 
definition as needed and redisplay the dialog box using the DIALOG.BOX 
function. For best results, the new dialog box should appear in exactly the same 
size and location as the last dialog box. To clear the dialog box from the screen 
without displaying a new one, use the function DIALOG.BOX(FALSE). 


One use of dynamic dialog boxes is to dim dialog box items that are not available 
or do not apply to the task the user is doing. You can dim a dialog box item by 
adding 200 to its item number in the dialog box definition table. Thus, if you 
wanted to dim an option button, your macro would change the item number of 
that option button from 12 to 212. 


For example, in the Data Series dialog box, the Date option in the Type box 
would have item number 112 and each option in the Date Unit group would have 
item number 212. When a user selected the Date option in the Type box, the 
macro would subtract 200 from the item number of all the option buttons in the 
Date Unit group and then redisplay the dialog box. 


More About Using a Custom Dialog Box in a Command Macro 


Sastre Guidelines 


Specifying a Help Topic for a Dialog Box You can put a Help topic reference in 
the first cell of the item column in the dialog box definition table. This creates 
context-sensitive Help for the dialog box. For information on creating custom 
Help topics, see “Creating a Custom Help Topic,” later in this chapter. 


Specifying Default Dialog Box Selection You can put a value in the first row of 

the initial/result column to specify which item in the dialog box is selected when 

the dialog box is displayed. Items are numbered starting with I in the second row 
in the dialog box definition table. 


Items That Cannot Be Triggers in Dynamic Dialog Boxes Fixed text, group boxes 
(except option group boxes), icons and directory text (item numbers 5, 14, 17, 
and 20), and edit boxes (item numbers 6 through 10 and 22) cannot be used as 
triggers in dynamic dialog boxes. 


Option Button Groups in Dynamic Dialog Boxes If the user selects a trigger 
option button in a trigger option button group, the option button takes priority 
over the group. The position of the option button in the dialog box definition 
table is returned to the DIALOG.BOX function that displayed the custom dialog 
box. 
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Naming and Formatting the Dialog Box Definition Table The cell range org 
ing the dialog box definition table remains selected after you paste it trom 
Clipboard, so you can immediately name the cell range and outline ? — l e 
Outline option in the Format Border dialog box. When you name the eet panes | 
containing the dialog box definition table, you can use that name as the argumen 
to the DIALOG.BOX macro function. Putting an outline around a dialog box 
definition table can help you to locate it on your macro sheet. 


Creating Dialog Box Definitions Manually §=Once you become familiar wih Oe 
jayout and values required for a dialog box definition, you may find ‘ canter to 
create custom dialog boxes by typing the values directly into the macro sheet. 
Like the macro recorder, the Dialog Editor is a tool for automating and sim- 
plifying entering values and formulas on a macro sheet, 


Using the Keyboard in Dialog Boxes = You can use the keyboard to select fixed 
text, edit boxes, option buttons, check boxes, and list boxes in a custom dialog 
box. In the text column for the appropriate item, enter an ampersand (&) belore 
the letter you want underlined. When the dialog box Is displayed, you sian a‘. 
the key for the underlined letter to select that item. You must have aga , 
underlines turned on in the Options Workspace dialog box for the underlines to 


be displayed. 


Creating a Custom Command 


rosoft Excel menus or to menus you 


You can add your own commands to the Mic | 
: ated, making them 


create. These added commands run the macros you have cre 
more accessible. Once you have added a command to a menu, you can. 


a Change its name. 
s Dim its name, making it unavailable. 
e Add or remove a check mark next to It 


se Remove it from the menu. 


For information on See | 

Recording a macro Chapter 18, “Automating Tasks with Command 
Macros” 

Writing a macro Chapter 19, “Designing and Writing a Command 
Macro" 
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Setting Up the Command Table 


To add commands, you first create an area On your macro sheet to contain the 
information needed for the command, This area is called the command table, The 
command table is five columns wide and contains five types of information tor 
cach command: command name, command macro name, shortcut key, status 
message, and Help topic, 
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Produces aging report 
Produces report on everage belances 
Produces report of yeer -to-dete totals 


Finance AgeRepor't 
Finance Aver age Report 
Finance ¥tdReport 


Aging 
Average Balance 
YTD Totals 





Checks to include inactive accounts 


include Inactive Accounts [Finance !inactive | 


Names of 
commands 


Names of command Custom Help 
Macros fopics 


a Command name The first column contains the name of the command. If a 
cell in the first column contains a single hyphen (-), that menu position will 
contain a separator line,such as the line between the Edit Repeat and Edit 
Cut commands. If a character in the command name is preceded by an amper- 
sand (&), that character will be underlined on the menu and you can press the 
key for the underlined letter to choose the command. To include an amper- 
sand in any command name, type two ampersands. 


« (Command macro name The second column gives the command macro 
that corresponds to each command name. The macro names can be given as 
names or RIC 1-style references in the form of text. The references can be to 
other macro sheets. 


a Shortcut key The third column (optional) assigns a shortcut key to a 
command on a menu. Type any letter in the third column. Pressing COMMAND 
plus the key for this letter carries out the command immediately. The shortcut 
key appears in uppercase letters to the right of the command name on the 
menu. If a built-in command has the same shortcut key as a Custom command 
me! ee key runs the custom command until the custom command ts | 
deleted, 


a Status message ‘The fourth column (optional) contains the text to be 
displayed in the status bar when the command name ts selected, 


e Helptople Phe Hit cof Coptional apectiios a Plelp topic tociae with 
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Adding a Command to a Menu 


When you want to add a command to a menu, 


=-ADD.COMMAND (bar muntiments ommand ref, posidon) 

e The bar num argument specifies the number of the menu bar for the com- 
mand. Fora list of menu bars and their numbers, see “Creating a Custom 
Menu.” later in this chapter, (You can pet the number of the active menu bar 
by ump the GEE WAR Tanetien ) 
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ADD.MENU function. The leftmost menu on the menu bar ts numbered |, the 


next menu to the right is numbered 2, and so on. 

The command ref argument ts a reference to the command table area on the 
macro sheet where commands are defined. 

a The position argument can be either the name of the command before which 
the new command will be added, or a number specifying where you want the 
command to appear on the menu. The first command on a menu is numbered 
1. the next command down is numbered 2. and so on. If the position argument 
is omitted, the command is added to the bottom of the menu. 


ADD.COMMAND retums the position of the command. 
For example, the following function adds a command before the Paste command 
on the Edit menu on the full worksheet menu bar: 


-~ADD.COMMAND(1,"Edit”,R1:V1,"Paste”) 


Renaming a Command 


You can change the name of a command on a menu, This can be useful to let 
users know which of two states is active, the same way the Options Protect and 
Options Unprotect commands do. When you want to change the name of a built- 
in or custom command on a menu, use the macro funcuion: 
=RENAME.COMMAND( bar_num,menu,command name _teXxt) 

The bar num argument ts the number of the menu bar containing the 
command you want to change. 


The menu argument ts the name or number of the menu containing the 
command you want to change. 


a The command argument ts the name or menu position of the command you 


want to change. 
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For example, the following function changes the name of the command “Monthly 
Totals” to “Quarterly Totals” on the Report menu of the full worksheet menu bar: 


=RENAME.COMMAND(|."Report’.Monthly Totals” ,“Quarterly Totals”) 
The next time the macro is run, the command name could change back again: 
=RENAME.COMMAND(|1,"Report’,“Quarterly Totals”,“Monthly Totals”) 


Enabling and Disabling Commands 


You can dim commands you add to menus to show that the command can't be 
used. To enable or disable commands, use the macro function: 


=ENABLE.COMMAND(har_num,menu command ,enable) 


a The bar num argument is the number of the menu bar containing the 
command you want to change. 


a The menu argument is the name or number of the menu containing the 
command you want to change. 


a The command argument is the name or menu position of the command you 
want to change. 

a Ifthe enable argument is TRUE, the command is enabled. If the enable 
argument is FALSE, the command name is dimmed and the command is 
unavailable. 

For example, the following function disables the Include Inactive Accounts 

command on the Report menu of the full worksheet menu bar: 


=ENABLE.COMMAND(1,“Report”,“Include Inactive Accounts”,FALSE) 


Adding or Removing Check Marks from a Command 


A check mark next to a command name shows that the command is already in 
effect. Check marks are most commonly used with menu commands that specify 
a setting, such as the commands on the Gallery menu showing the current chart 
type. To add a check mark to or remove a check mark from a built-in or custom 
command, use the macro function: 


=CHECK.COMMAND(har_num,menu,command,check) 


ws The bur num argument is the number of the menu bar containing the 
command you want to change. 


= The menu argument is the name or number of the menu containing the 
command you want to change. 


a The command argument is the name or menu position of the command you 
want to change. 


a If the check argument is TRUE, the command name has a check mark. If the 
check argument is FALSE, the command name does not have a check mark. 
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For example, the following function adds a check mark next to the Include 
Inactive Accounts command name on the Report menu in the full worksheet 
menu bar 


-CHECK.COMMAND(1.“Report”“ Include Inacuve Accounts”, TRUE) 


Deleting a Command from a Menu 


When you want to delete a built-in or custom command, use the macro Tunction, 


=-DELETE.COMMAND(bar_num,menu command) 

es The bar num argument is the number of the menu bar containing the 
command you want to delete. 

a The menu argument is the name or number of the menu containing the 
command you want to delete. 


se The command argument is the name or menu position of the command you 
want to delete. 


Don't delete the File Quit command unless you've included another way to quit 
Microsoft Excel. 


For example, the following function deletes the Average Balance command trom 
the Report menu on the full worksheet menu bar: 


—~DELETE.COMMAND(1,"Report’.Average Balance”) 


More About Creating a Custom Command 


Guidelines 


j j ilt-i “an i ‘heck, or delete 
Changing or Deleting Built-in Commands Youcan also rename, C 
built-in commands using the RENAME.COMMAND, C HECK.COMMAND, 


and DELETE.;COMMAND Iunct iONns. 


Restoring Deleted Commands = You can restore deleted built-in commands te 
their original menus by using the ADD.COMMAND function with the command 
name used in place of the command_ref argument. You can’t restore deleted 
custom commands. 


Deleting the Recently Opened File List You can delete the list of most recently 
opened files from the File menu or the list of open windows from the Window 
menu by using the DELETE.COMMAND function with the name File List’ or 
“Window List” as the command argument. 
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Using the Names of Commands and Menus’ Whenever possible, use the names 
of commands and menus, rather than position numbers, to specify the command 
you want to add, delete, or change and the menu bar on which the command 
appears. This ensures that you change the right command, and makes your 
functions easier to read. 


Creating a Custom Menu 


You can use macros to add, delete, rename, or disable built-in or custom menus 
on built-in or custom menu bars. 


Setting Up the Menu Table 


To add a menu, you first create an area on your macro sheet to contain the 
information needed forthe menu. This area is called the menu table. The menu 
table is five columns wide and contains five types of information: menu and 


command names, command macro names, shortcut keys, status messages, and 
Phelps Lanpvte \ 
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Menu name Shortcut keys Status bar messages 
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|S jAging Finance AgeReport Produces aging report 
6 |Average Bolanme Finance Aver ageRepor! Produces report on everage balances 
__2 _J|¥TD Totels Finance 'VtdReport Produces report of year - to-date totels 
8 
D9 linclude Inactive Accounts [Finance 'Inective Checks to include inactive accounts 
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Names of Names of command Custom Help 
commands macros fopics 


= Menu and command names The first cell in the first column contains the 
menu name. The names of the commands in the menu are in the cells below 
the menu name. If a cell in the first column contains a single hyphen (-), that 
menu position will contain a separator line, such as the line between the Edit 
Repeat and Edit Cut commands. If a character in the command or menu name 
is preceded by an ampersand (&), the key for that character can be used to 
choose the command or select the menu. To include an ampersand in any 
command name, type two ampersands. 


« Command macro name The second column gives the command macro 
that corresponds to each command name. The macro names can be external 
references in the form of text. 


=» Shortcut key The third column (optional) assigns a shortcut key to a 
command on a menu. 
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= Status message 
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The fourth column (optional) contains the text to be 
displayed in the status bar when a command name Is selected in the menu. 
Help topic The fifth column (optional) specifies a Help topic to ase with 
each command. If you specify a Help topic here, a custom Help topic Is 

ed when the user requests Help on your custom command. For more 


lispla ae =e 
pirat “Creating a Custom Help Topic,” later in this chapter. 


information, see - 
-r of the me ‘ th you 
To add a menu, you also need to know the number of the menu bar to which y 
are adding a menu. Microsoltt Excel has six menu bars: 


é file Edit Formule Format Data Options Macro Window 


Worksheet menu bar 
Full menu 1D = 1 
Short menu ID = 5 


é file Edit Gallery Chart Format Macro Window 


Chan menu bar 
Full menu 1D = 2 
Short menu ID = 6 


@ tite tatit Ghbaovedeoual 


Null menu bar 
Menu ID = 3 


é File info Macro Window 


Info window menu bar 
Menu ID = 4 


‘ ve it os . > 7 a ¢ bl iV 
Only one menu bar 1s displayed at a me. You can get the number of the active 
menu bar by using the GET.BAR function. 


Adding a Menu 


When you want to add a menu to 
function: 
-ADD.MENU(bar_nunmynente ref,posmtion) 

= The bar num argument is the number of the menu bar to whi 


add the menu. eA 
i , . . *,* r » » ‘ . we 
e The menu ref argument is the name or reference of the menu table for t 


a new or built-in menu bar, use the macro 


ch you want to 


menu you want to add. 


, >» >» > ‘ aad ou 
ws The position argument ts the name or number of the menu before which y 


want to add the menu. 
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If no position is specified, menus are added immediately to the right of the 
rightmost menu on the menu bar. When a menu is added, | is added to position 
for all menus to the right of that menu. 


For example, the following function adds the menu described in the menu table in 
C100:G105 to the full menu bar for worksheets. 


=ADD.MENU(1,.C100:G10S5) 


Renaming or Disabling a Menu 


To rename a built-in or custom menu, use the RENAME.COMMAND function. 
For the command argument, specify 0. 


To disable a built-in or custom menu, use the ENABLE.COMMAND function. 
For the command argument, specify 0. 


Deleting a Menu 


When you want to delete a menu from a menu bar, use the macro function: 
=DELETE.MENU(bar_ numynenu) 


a The bur num argument is the number of the menu bar containing the menu 
you want to delete. 


= The menu argument is the name or number of the menu you want to delete. 


When a menu is deleted, | is subtracted from the position of all menus to the 
right of that menu. 


For example, the following function deletes the Macro menu from the short menu 
bar for worksheets: 


=DELETE.MENU(5,“Macro’”’) 


More About Creating a Custom Menu 


saan Guideline 
Restoring Deleted Menus =You can restore deleted built-in menus to their 
original menu bars by using the ADD.MENU function with the menu name in 


place of the menu_ref argument. However, any custom or add-in commands 
added to that menu will be lost. 
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Creating a Custom Menu Bar 


ave creé ach menu 
You can create new menu bars or delete menu bars you have created. Each 7 
) : ) : ar, f sontains the 
bar contains one or more Menus. The Info menu bar, tor sen =e 
File. Info, Macro, and Window menus, Whenever the Info menu bar Is displayee, 
these four menus are available. 


Adding a Menu Bar 
To add a menu bar, use the macro function: 
-ADD.BAR() 


The ADD.BAR function creates a new, empty —_ bar anphenigs Senne bar 

>s ‘cnlay it or add menus to it. You use the ME 
number, but does not display ! lus “* | — 
function to add menus to a menu bar. For information on adding menus to men 
bars. see “Creating a Custom Menu.” earlier in this chapter. 


Displaying a Menu Bar 
To display a menu bar, use the macro function: 
=SHOW.BAR(bar_num) 


s The bur num argument is the number of the menu bar you want : ~~ 

The menu bar number was returned by the ADD.BAR function whe 

menu bar was added. | 
When you display the new menu bar or add menus oF nse nei i " 

| als fe ell contain- 

i ify | ing the mber. You can also refer to the cei! ce 
identify it by using the menu bar number. | ie’ 
ing the ADD.BAR function instead of using the menu bar SS 
your macro will work correctly regardless of how many bars Sia ‘ial 
For example, if cell P2 contains the ADD.BAR function, use the following 
function to display the menu bar: 
=SHOW.BAR(P2) | | 
You can also use the SHOW.BAR function with other functions aa 
between menu bars. For example, you could use the ON.WINDO rite fe aa 
function to run the Tax Menus macro, which contains the SHOW.B x ~ . 
and display a custom menu bar whenever a worksheet called Tax is activated: 


=-ON.WI NDOW("Tax”,"Tax_Menus”) 


Deleting a Menu Bar cg 
Use the DELETE.BAR macro function to delete menu bars that you have created. 
-~DELETE.BAR(bar_num) 


| , slete. The 
a The bar num argument is the number of the menu bar you want : +. 
menu bar number was returned by the ADD.BAR function when the me 


was added. 
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For example, if you have 15 custom menu bars defined (the maximum) and want 
to add another, delete any bar you are not using with DELETE.BAR before add- 
ing the new menu bar with the ADD.BAR function. Make sure you don’t use the 
numbers of any deleted menu bars as arguments in other functions. 


Creating a Custom Help Topic 


You can create and display your own help information for 
a Context-sensitive Help for a custom dialog box. 

a Context-sensitive Help for a custom command or menu. 
= Messages displayed in the course of running a macro. 


You enter Help topics in one or more Help files saved in a plain-text format. A 
Help topic starts with an asterisk, a topic number, and a short optional comment, 
followed by the actual Help information. A topic number can be any integer. 
Topics don't have to be in consecutive order. You can use comments to identify 
topics, but they are not displayed with the topics. 


For example, suppose Help topic 58 describes filling out forms in a custom 
application. The topic looks like this: 


*S8 Filling out forms 


To start filling out forms, choose File New Form. Fill in the fields. Press TAB 
to move between fields. 


To specify a Help topic for a command or dialog box, enter a Help reference in 
the fifth column of a command table, in the first cell in the item column in the 
dialog box definition table for a custom dialog box, or with the HELP function. A 
Help reference has the following syntax: 


file_name'topic_number 


For example, to specify the topic numbered 58 in the file Macro Help, you would 
use the Help reference macro help!58. 


When using custom Help, the Next and Previous buttons jump to the custom Help 
topic with the next highest or lowest topic number. 
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Creating Add-in Functions and Command Macros 


Any macro or custom function you create in Microsoft Excel can be made into 
an add-in macro. Add-in macros are command macros or custom functions that 
appear to be part of Microsoft Excel. 


You create an add-in macro by saving a macro sheet in the Add-In file for- 

mat. When you open an add-in macro sheet, the following things happen 

automatically: 

= The add-in macro sheet is hidden and cannot be unhidden using the Window 
Unhide command. 


s Custom functions in the add-in macro sheet are listed in the Paste Function 
dialog box in alphabetical order, without the name of a macro sheet preceding 
them. 


= Macros in the add-in macro sheet do not appear in the Macro Run dialog box. 


The name of the macro can be used just like a built-in function. You don’t need 
to include the name of the add-in macro sheet in front of the macro name. For 
example, if an open add-in macro sheet contains a macro called Delete_Month, 
you could use that macro in another macro sheet by typing the following: 


=delete_month() 

If Delete Month were on a regular macro sheet named Report, you'd have to 
type: 

=report!delete_month() 

In addition, the following commands work differently when an add-in macro 
sheet is open: 

= The File Close All command does not close add-in macro sheets. 


a The File Quit command does not prompt users to save changes to the add-in 
macro sheet. If the add-in macro sheet must be saved when the user is finished 
with it. add the SAVE function to an auto-close macro for the macro sheet. 


sua Saving a macro sheet as an add-in macro sheet 


Save a macro sheet as an add-in macro sheet when you want the macros and 
custom functions on the macro sheet to appear as part of Microsoft Excel. 


1 Activate the macro sheet. 

Choose File Save As. 

If you want, type a new name for the macro sheet. 
Choose the Options button. 

In the File Format box, select the Add-In option. 
Choose OK. 

Choose OK again. 
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sas. Opening an add-in macro sheet as a regular macro sheet 


You can open an add-in macro sheet as a regular macro sheet when you need to 
read or edit the macros and custom functions in the macro sheet. Opening an add- 
in macro sheet as a regular macro sheet does not run any auto-open macro for the 
macro sheet. 


1 Choose File Open. 
2 Select the name of the add-in macro sheet. 


3 Hold down SHIFT and choose the Open button. 


NOTE _ If a message is displayed before the macro sheet opens, such as for entering a 
password, you must also press SHIFT while you choose OK in that message. 
4 Choose Window Unhide. 


5 Select the name of the add-in macro sheet you opened. 
6 Choose OK. 


More About Creating Add-in Functions and Command Macros 





panne: §=Tips 


Using an Add-in Macro as a Startup Document To run an add-in macro every 
time you start Microsoft Excel, you can place it in the startup folder. For more 
information on startup folders, see “Specifying a Startup Folder and Document” 
in Chapter 16. 


Protecting Add-in Macros — If you don't want users to be able to see the contents 
of your add-in macro sheet, you can protect it. For information on protecting 
documents, see “Protecting Documents and Windows” in Chapter 16. 


Using Templates with Add-in Macros Templates and add-in macros work well 
together to create custom applications. You can create a template of a form users 
need to fill out; then create an auto-open macro for the template that opens the 
add-in macro sheet for the template. For information on templates, see “Creating 
and Using a Document Template” in Chapter 16. 
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Using a Code Resource as a Custom Function 


WARNING 


A code resource library contains code resources written in a programming lan- 
guage, such as C or FORTRAN. You can use code resources contained in code 
resource libraries as custom functions on a Microsoft Excel worksheet or macro 
sheet. Often a code resource runs faster than the same function written as a Cus- 
tom function on a Microsoft Excel macro sheet. This section assumes that you 
understand custom functions, you already have a code resource library you want 
to use, and you know the names and arguments of the code resources contained in 
it. 


For information on See an 

Creating custom worksheet functions Chapter 17, “Creating and Using Custom 
Worksheet Functions" 

“Using Worksheet Functions to Simplify 
Formulas” in Chapter 3 


Using functions 


Registering a Code Resource as a Custom Function 


To use a code resource as a custom function on a worksheet or macro sheet, first 
use the REGISTER function on a macro sheet to specify which code resource 
library and code resource you want to use. You must use the REGISTER function 
once for each code resource you want to use as a Custom function. 


=REGISTER(module_text,procedure_text,argument_text function_name, 
name_text) 


a The module text argument is the name of the code resource library, enclosed 
in quotation marks, or a name that refers to the name of the code resource 
library. 

e The procedure text argument is the name of the code resource in the code 
resource library. The argument can be the name of the code resource enclosed 
in quotation marks or a name that refers to the name of the code resource. 


a The argument text argument is the data type for the value returned by and 
each of the arguments used by the code resource. To specify the type of an 
argument, you use one of the codes described in the REGISTER function in 
the Microsoft Excel Function Reference. You must enclose the arguments in 
quotation marks. 


Make sure you correctly specify the data type for the arguments and the return 
value of a routine from a code resource library. Incorrect data types may force 
you to restart your computer. 
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e The fan on name argument (optional) is the name you want to use for the 


Creating an International Macro Sheet 


You can create macros that run in any language version of Microsott Excel, 
International macro sheets are intended tor macro developers creating Custom 
applications to be used with various language versions of Microsoft Excel. 


custom function, enclosed in quotation marks. This can be the same as the 
name of the code resource itself, or it can be another name. This is the name 
that appears in the list of functions in the Formula Paste Function dialog box. 


The nametext arguments (optional) are the arguments used by the code 
resource. You must enclose the arguments in quotation marks. If there is more 
than one argument, separate the arguments with commas. These argument 
names are pasted with the function when the Paste Arguments check box is 
turned on in the Formula Paste Function dialog box. 





For example, suppose you have a code resource library containing specialized 
functions for solving chemical equations. The library is called Chemical Library 
and it contains a code resource called “Moles” that calculates the number of 
moles in a given amount of an element. To use the MOLES function in your 
worksheet, you would first use the following REGISTER function on a macro 


=REGISTER(“Chemical Library”,*Moles”,“>EC",*MOLES","“grams,element”) 


Once you run this macro statement, you can use the Formula Paste Function 
command to paste the MOLES function into your worksheet. 


More About Using a Code Resource as a Custom Function 


‘ . ~ 
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Guidelines 


Languages Supported = Microsoft Excel can use code resource libraries created 
in Most popular programming languages, including C, FORTRAN, COBOL, and 


MORE ABOUT 


Pasting Argument Data Types If you omit the fifth argument in the REGISTER 
function and you use the Paste Arguments check box in the Formula Paste Func- 
lion dialog box with a custom function connected to a code resource library, 
Microsoft Excel pastes the data type for each argument. Using the preceding 
example, if you turned on the Paste Arguments check box for the MOLES 
function, Microsoft Excel would paste the following into the selected cell: 


=MOLES(number,text) 








Usually, when you open a Microsoft Excel macro sheet in another language 
version of Microsoft Excel, functions and formulas are converted to the language 
of the Microsolt Excel version you are using. All text within quotation marks ts 
not translated. This can cause problems when formulas and references are inside 
quotation marks. 


When you create an international macro sheet and then open itin a non-English 
version of Microsoft Excel, functions are not translated into the language of the 
current Microsoft Excel version. Instead, functions and formulas remain in 
English. The U.S. settings are also retained for items controlled by the system, 
such as decimal separators. This ensures that formulas, references, and formats 
inside quotation marks work correctly. You may still need to translate some 
quoted text strings you defined, such as titles and labels, but the macro will run 
in all versions of Microsoft Excel. 

When an international macro sheet ts the active sheet, Microsoft Excel displays 
and uses U.S. defaults; for example, the Format Number dialog box shows the 
U.S. number formats. and the Paste Function dialog box shows the English 
function names. When a regular non-English worksheet or macro sheet ts the 
active sheet, Microsoft Excel displays and uses the defaults of the appropriate 
language. 

For example, say you want to create a custom real estate application that needs to 
work in English and French Microsoft Excel. You can open a new intermmational 
macro sheet, create your macros, and save your macro sheets as you normally 
would. When you open the international macro sheet in French Microsott Excel, 
all the functions and quoted text strings remain in English, instead of French, and 
will run. You may sull need to translate some quoted text strings you defined in 
custom dialog boxes or error Messages. 


su Creating a new international macro sheet 


You create a new international macro sheet by using the File New command. The 
International Macro Sheet option appears in the File New dialog box when you 
use Microsoft Excel with a system for a language other than U.S. English. 


1 Chose File New. 
2 Inthe list, select International Macro Sheet. 


3 Choose OK. 
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For custom number formats, the following tems must be stored in the inter- 
national macro sheet as U.S. formats. They are then displayed in the local for- 
mat when the macro ts run: 


Record or write your macros as you normally would. When you open the macro 
Sheet in another language version of Microsoft Excel, all functions and formulas 
remain in English and will run. Quoted text strings also remain in English, but 


formulas and references won't need to be translated. @ Decimal and thousand separators 


s Time and date separators 


sua’ Saving a macro sheet as an international macro sheet 


Save an existing macro sheet as an international macro sheet if you want existing 
macros to work in another language version of Microsoft Excel. 


es Color names 
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Currency Symbols in International Macro Sheets In international macro sheets 
containing numbers formatted as currency, Microsoft Excel converts thousand 
separators and decimal points, but not currency symbols. Instead, Microsott Excel 
creates a custom format using the proper decimal points and separators but the 


NOTE Quoted text strings remain in English and may need to be translated. 


1 Open the macro sheet. previous currency symbol, This appears as a custom format at the bottom of the 
2 Choose File Save A list of formats in the Format Number dialog box. You can edit this custom format 
S e Si S. ) we 
, to change the currency symbol to the appropriate one for the worksheet. 
; sata , ‘ = ° 4° ’ . = . F ~ 

li rcne eet nchiniges For example, if your international macro sheet contains the number $5,100.00 

4 Inthe File Format box, select the Int'l Macro option. and you open the macro sheet in French Microsoft Excel, the number would be 
‘ormatted as $5 100,00 using a space for a thousand separator and a comma for a 

5 Choose the Save button. formatte $ 2 iw S| 


decimal mark. The custom format Microsoft Excel creates for this number would 
be \$# ##0.00. You could select all the cells with the new format, change the 
format to # ##0.00 F and all numbers with the format would then be displayed 

as French currency. 


If you created the macro sheet using U.S. English Microsoft Excel, there will 
be no visible change. If you created the macro sheet using any other language 
version of Microsoft Excel, or country settings other than U.S., functions and 
formulas are converted to English and country settings are converted to U.S. 








settings. Accepting User Input in International Macros = When international macros are 
Now when you open the macro sheet in another language version of Microsoft running. user ee SS expected ssa Ge —— asalbsity. cig’ ee 
Excel, functions and formulas remain in English and will run. uses the U.S. defaults when an international macro sheet Is active, de sure that i 
worksheet or chart is the active document when users must supply input to the 
P ‘ macro. 
aa More About Creating an International Macro Sheet 
| oO Custom Commands in International Macros) = When using the ADD.COMMAND., 
= Saale Guidelines DELETE.COMMAND, RENAMI:.-COMMAND, and ENABLE.COMMAND 
2 functions in international macro sheets, you can specily either the position of the 
| TY Cannot Mix International and Regular Macros = You cannot have regular macros menu or command or the name of the U.S. English Microsoft Excel menu or 
= and international macros on the same macro sheet. command, 
= Cannot Run International with Previous Version of Microsoft Excel You cannot Moving Data to or from International Macro Sheets = When you paste cells from a 
open and run international macro sheets in previous versions of Microsoft Excel. regular macro sheet into an international macro sheet, the cells are changed to 
run in all language versions of Microsoft Excel, When you paste cells from an 
Number Formats in International Macro Sheets _|n international macro sheets, international macro sheet to a regular macro sheet, the cells are converted to the 
built-in number formats are interpreted by their position in the list of built-in language version of Microsoft Excel using the macro sheet. In both cases, quoted 
formats. The format string stored in the macro corresponds to an English number iext Strings might require some manual translation. 
format, but the format displayed when the macro runs is the international number 
format occupying the same space in the list of built-in number formats. 
' —— ee 
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Punation Arguments That Need No Translation ‘I'he ur 
guments to the ON. KEYS, 
SEND.KEYS, CELL, and SELECT functions do not need to be translated. All 


language versions of Microsoft Excel version 3.0 accept arguments in English for 
these functions. 


Creating International Add-in Macros You can create an add-in macro sheet that 
works with international versions of Microsoft Excel by using the File Save As 
command to save the macro sheet in the Int'l Add-In format. 
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Features and Specifications 


This appendix lists the features and specifications of Microsoft Excel. You will 
find features and specifications sections for each major section. 


Table of Contents 

Program ... 655 

Worksheets ... 656 

Charts ... 660 

Application Development ... 662 
Data Exchange ... 664 


Features 


s Program 
Multitasking with other applications 
Virtual memory 
Multiple applications running at one time (limited only by available memory ) 
Addressing all available memory for cell table and heap 


a Interface 
Extensive keyboard interface 
Undo command 
Repeat command 
Short and full menus 
Progress message during long operations 
s Document management 
Workspace files 
Automatic tiling of document windows 
Hiding and unhiding windows 
One-step access to any visible window 
Multiple documents open at one time (limited only by available memory) 


s File management 
Network support 
File protection and encryption 
Automatic file backup 
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s Printing 
Interactive print preview 
Landscape printing (on printers that support landscape printing) 
Printing with page headers and footers 
Full laser printer support 


a Online documentation 
Context-sensitive Help 
Help for Lotus 1-2-3 users 
Help for Microsoft Multiplan users 
Microsoft Excel Tutorial 


Features 


= Presentation 
Multiple fonts in a worksheet 
Variable row heights 
C'ell styles 
Cell borders with colors 
Seven border types 
Cell shading with foreground and background colors and 17 patterns 
Text boxes with multiple fonts on worksheet or macro sheet 
Text wrapping within cells 
Text justification within a cell range 
Drawing tools for creating lines, rectangles, ovals, and arcs on worksheets 
Imported graphics displayed on worksheet or macro sheet 
Optional worksheet gridlines 
User-defined number and text formats 
Customizable palette of 16 colors with up to 16 million color choices 
Separate formats for positive, negative, and zero values and text 
Conditional cell formats 
Eliminating last three, six, or nine digits for financial reporting 
Round to fixed number of decimal places 
Suppressing zeros throughout sheet or in individual cells 
Frozen titles in display and in printout 
Automatic or manual page break control 
Interactive print preview 
Printing a worksheet followed by its cell notes 
Printing multiple ranges in a single print operation 
Printout centered horizontally and vertically on a page 
Printout fit to a single page 
Best fit column widths 








Worksheets [ez 





Modeling 

Intelligent worksheet linking 

Worksheet outlining 

Goal seeking 

Applying existing names to formulas 
Naming of ranges, values, and formulas 
Absolute and relative range names 
Range operators (intersection, union) 
Array formulas 

Matrix and multiple regression functions 
One-way (horizontal or vertical) and two-way tables 
Automatic updating of tables 


Auditing 

Cell notes 

Cell note markers to show which cells contain notes 
Info window for viewing or printing cell attributes 
Selection of cell precedents and dependents 

Selection of formulas and constants 

Selection of cells containing errors, numbers, text, OF logical values 
Selection af Hcamniotent fernithas Tia bow oF eeolinnn 
Selection of last worksheet or macro sheet cell 
Circular reference indicator pointing to specific cell 
Option to display formulas or values 

Al or RICI reference style 

Cell locking and formula hiding 


Editing 

Find and replace features 

Insertion and deletion of individual cells or cell ranges 
Applying an operation while copying cell ranges 
Skipping blank cells while copying cell ranges 
Transposing cell ranges 

Filling ranges with a series of numbers or dates 
One-step selection of current region 

One-step selection of current array 

One-step selection of current row, current column, or whole worksheet 
Simultaneous selection of multiple cell ranges 

Pasting function names and argument placeholders 
Pasting names 
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Computed and protected fields tn data for 
Simple or computed criteria in worksheet 
Extracts from databases on other worksheets 
Linking to databases on other worksheets 


Named extract range 


# Calculation and memory 
Minimal recalculation 


Sparse matrix memory management 


Calculation of all worksheets or active worksheet only 


Manual, automatic, and automatic except tables calculation 


Automatic sum button 


Specifications 


Worksheet dimensions _ 

Maximum worksheet size 

Column width 

Row height 

Maximum length of cell contents (text) 


Formats = 

Built-in number formats 
Built-in time and date formats 
Custom formats 

Total formats 


Colors and fonts 


Maximum number of colors per 
worksheet (actual number depends on 
number of colors supported by monitor 
or printer) 


Maximum number of fonts per 
worksheet 


16,384 rows by 256 columns 


0 to 255 characters 
0 to 409 points 
255 characters 


14 


233 
256 


Functions 
Ault in workeleel functions 


Valdldaow 
Date and time 
Financial 
Information 
Logical 
Lookup 
Mathematical 
Matrix 
Statistical 
Text 
Trigonometric 


Total worksheet functions 
Built-in macro functions 


Command equivalent 
Action equivalent 
Customizing 

Control 


Value-returning 


Total macro functions 
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14 
14 
14 
23 


16 


14 
21 
13 
146 


156 
33 
29 


33 for Microsoft Excel for Windows or 
OS/2 
32 tor Microsoft Excel for the Macintosh 


26 


277 tor Microsoft Excel for Windows or 
OS/2 | 
276 for Microsoft Excel for the Macintosh 


Charts 


= 


General 
Number precision ~ {5digits ia Siete 
Maximum number of arguments per 14 


function 
Maximum number of custom functions —_ Limited only by available memory 


Maximum number of names per Limited only by available memory 
worksheet 

Maximum number of tables per Limited only by available memory 
worksheet 

Maximum number of iterations 32,767 


Maximum number of linked worksheets Limited only by available memory 


Maximum number of windows per Limited only by available memory 
worksheet 


Maximum number of panes per window 4 
Maximum number of selected ranges 2,048 











Database 

Maximum number of records 16,383 
Maximum number of fields 256 

Maximum length of field 255 characters 


Number of sorting keys 3 in a single sort; unlimited when using 


sequential sorts 








Features 


s General 
Charts created on worksheet or macro siieet 
Two-dimensional and three-dimensional charts 
Imported graphics used as picture chart markers 
Chart points can be dragged to change worksheet values 
Chart legend can be dragged 
Chart text can be rotated 
One-step creation of charts based on worksheet selection 








=» Formatting 
Bypassing missing data points 
Optional inversion of marker pattern for negative values 
Linear, logarithmic, and semilogarithmic axis scales 
Major and minor axis gridlines 
One-step chart formatting 
Direct access between formatting commands 
Formatting chart with arrows, legend, title, attached and unattached text labels 
Linking legend, title, and text labels to worksheet cells 
Control of spacing between category tick marks 
Control of chart width/height ratio 
User-defined default chart type 
Main/overlay combination charts 


Specifications 


Built-in formats for each chart type 
3-D area 
3-D column 
3-D line 
3-D pie 
Area 
Bar 
Column 
Line 
Pie 
XY (scatter) 
Combination 
Total built-in chart formats 
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Chart information 
Maximum number of charts linked to a Limited only by available memory 


worksheet 

Maximum number of worksheets 255 
referred to by a chart 

Maximum number of series in one chart 255 
Maximum number of data points per 4,000 
series 

Maximum number of total data points 32,000 
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Formatting 

Maximum number of fonts inone chart 255 

Available line styles 8 

Available line weights 4 

Available area patterns (screen display) 18 

Available foregroun 

ce eg d colors (color 16 out of 16 million 
Available backgroun 

pre g d colors (color 16 out of 16 million 
Total area pattern and color 4,096 
combinations (color display) 

Maximum number of area 

) a 
meee patterns 18 


Maximum number of fore 
| round col 
(color printer)* . -™ 


Maximum number of backgr 
ound 
(color printer) ' — = 


Maximum number of 
“sgt pattern and color 
combinations (color printer)"* os 





Actual number depends on your printer and its software. 


Application Development 


Features 


= Macro language 
Procedural macro language 
Assigning and looping macro statements 


Looping over a range of cells 
Block IF statements 


Indenting block statements 
em control of all Microsoft Excel functionality 
acro control of other applications (via DDE or SEND.KEYS) 


a exchenge with other applications by using macros 
alling subroutine libraries by using macros 


Support for Macintosh A 
PP ppleEvents (only on Microsoft 
Macintosh using system software version 7.0) pai a 
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Application Development 





Programming tools 

Dialog Editor application 

Debugging add-in 

Macro recorder 

Jump to macro statement containing error 
Single-stepping through macros 


Macro sheets 

Startup directory oF folder 

Macros stored separately from worksheets 
Document templates 

Hidden names on macro sheets 
International macro sheets 

Macros assigned to graphic objects 
Sharing macros among documents 
Encryption for protected files 
Macro access to text files 
Protection of document contents 


Control over running macros 

Triggering of macros when opening and closing files 

Triggering of macros at specified times 

Triggering of macros upon recalculation of worksheet 

Triggering of macros upon activation of a window 

Triggering of macros upon receipt of data from another application 
Triggering of macros upon selection of dialog box item 


Customization 

Macro keyboard reassignment 

Custom buttons on worksheets and macro sheets 
Customizable built-in menus 

Custom worksheet functions 

User-defined menus 

User-defined commands 

User-defined dialog boxes that can be updated 
User-defined data forms 

User-defined Help topics 

User-defined error handling 

User-defined undo, repeal, and macro recording commands 


Protection of window layout 
Hiding of windows, status bar, scroll bars, formula bar, and tool bar 








Data Exchange 


Specifications 


Function and customizing Information 
Macro sheet functions | 
Worksheet functions 

Total functions available 


Maximum number of files that can be 
simultaneously accessed by macro 


Maximum number of custom menu bars 15 

that can be defined at one time 

Features 

Direet opening and saving of files in all supported formats 

Nav ter Tiiieotations Amelotait to tipped mide Aen Pave bt aed Maltipban 


277 
146 
423 
Limited only by operating system 


Virsing ol teat tiles by Tixed-widih columns 

Copying data to or from other applications by using the Clipboard 

Data links to or from other applications through dynamic data exchange (DDE) 
(in Microsoft Excel for the Macintosh, available only when using system 


software version 7.0) 
Specifications 


File formats for opening and saving 
Microsoft Excel fileformat = 
Text format 

Comma-separated values format 
Symbolic link format 


Lotus 1-2-3 Release 1A and 
Lotus Symphony format 


Lotus 1-2-3 Release 2.0 format 
Lotus 1-2-3 Release 3 format 
Data interchange format 

dBASE || format 

dBASE Ill format 

dBASE IV format 

Microsoft Excel version 2.x format 





Filename extension 
(Windows or OS/2 only) 


XLS, .XLC, .XLM, .XLW, .XLA,.XLT 
TXT 

CSV 

.SLK 

WKS 


.WK1 

.WK3 

.DIF 

.DBF 2 

.DBF 3 

.DBF 4 

.XLS, .XLM, .XLC, .XLW 





Microsoft Excel supports the following Clipboard formats: 


Format 

Microsoft Excel file format 

Text 

Text (tab delimited) 

Formatted text 
Comma-separated values 
Symbolic link format 

Lotus 1-2-3 Release 2.0 format 
Data interchange format 
Embedded object 


Linked object 


Valiies 


blanidardl Qiapliine futitial 
Picture 


Bitmap 





*From Microsoft Excel only 


Clipboard type identifier 
BIFF,BIFF3 t*” 
Display Text, OEM Text 
Text 

Rich Text Format* 

CSV 

SYLK 

WK1 

DIF 

Native, OwnerLink, Picture, or other 
presentation format 


OwnerLink, ObjectLink, Link, Picture, or 
other presentation format 


Value far the Macintosh 

OGM tor Mierasatt Ewael far Windawe ar 
OS/2 

PICT for the Macintosh; Picture* for 
Microsoft Excel for Windows or OS/2 


Bitmap for Microsoft Excel for Windows 
or OS/2 
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Microsoft Excel Library 


The Microsoft Excel library contains sample models and add-in macros that offer 
ideas on how to combine Microsoft Excel features to create powerful worksheets, 
macros, and models. The files in the library also provide added utility to help you 
put Microsoft Excel to work right away. 


You can find the library in the Macro Library folder inside your Microsoft Excel 
folder, if you installed it when you ran the Microsoft Excel Macro program. If the 
Library folder is not present, run the setup program again. The installation pro- 
gram will install the macro library for you. 


The first two sections of this appendix describe the sample models and add-in 
macros contained in the library. The third section provides some tips and guide- 
lines for creating your own models. 


Table of Contents 

Using the Sample Models ... 667 
Using the Add-in Macros ... 672 
Creating Your Own Models ... 693 
For More Information ... 696 


Using the Sample Models 


The Microsoft Excel library contains six sample models that you can directly 
adapt to fit your needs or use for inspiration in creating your own models. This 
section describes the models from the simplest to the most complicated. For 
information on designing your own models, see “Creating Your Own Models,” 
later in this appendix. 

The sample models included in the Microsoft Excel library are listed in the 
following table: 


Sample model Description and filename _* 

Billing Template Contains a formatted billing template. (Bill Template) 

Break-Even Analysis Calculates the break-even point for a company. (Break 
Even) 

Amortization Table Calculates loan balances and interest and principal 
payments. (Amortization Table) 

Budget Uses worksheet outlining features to organize an 
annual budget for a small real estate firm. (Annual 
Budget) 

College Expense Projects college expenses and generates a plan to 

Planning meet them. (College Expenses, College Helper) 

Sales Tracking Records sales data and performs monthly analysis 


using embedded charts. (Sales Database, Sales 
| Analyzer, Sales Analyzer Macro, Sales Tracking) 
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Billing Template 


The sample file named Bill Template is a Microsoft Excel template used by a 
fictitious weekly newspaper, the Courier/Observer, for billing advertisers. The 
template contains a billing form complete with formatting and formulas. To print 
individual bills, users replace the fictitious data in the template with specific 
information. 


Notice how text boxes and custom number formats are used in the template. By 
formatting a frequently used form and saving it as a template, you can save time. 








For information on See 

Formatting a worksheet Chapter 5, “Formatting a Worksheet” 

Text boxes “Adding Comments to a Worksheet” in Chapter 6 

Custom number formats “Entering Worksheet Data” in Chapter 3 

Templates “Creating and Using a Document Template” in 
Chapter 16 

Break-Even Analysis 


Break-even analysis attempts to predict how much revenue a company must earn 
to prevent losses—that is, to attain zero profit. The analysis takes two numbers as 
input: a company’s fixed cost of doing business, and a contribution margin that 
reflects the relationship of variable costs to revenue. (The model also takes a third 
variable, called Increment, which changes the way the results of the break-even 
analysis are displayed.) 


The sumple file named Break Even is a simple model that performs a basic break- 
even analysis for your company. You will need to know (or estimate) your fixed 
costs and your contribution margin. You may need to create a separate worksheet 
to calculate these values, 


Oniee you eoter your (eed expenses ane contelbution margin tate the Assim. 
tious section of the model, i will calculate your break-even point. In addition, the 
model calculates the profit/loss figures for an interval right around your break- 
even point and plots them in a chart. This extra analysis can help you see how 
sensitive your bottom line is to fluctuations in your revenue. 


If you plan to perform a break-even analysis for your company, you should be 
aware of some of the method’s inherent limitations. First, it assumes a constant 
contribution margin across different revenues—an assumption that rarely occurs. 
Second, it assumes that your product mix will remain the same over time. Unless 
you sell only one product, this is also a faulty assumption. For these reasons, you 
should view basic break-even analyses as only rough estimates of your true 
break-even point. 
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For Information on See 
Embedded charts “Creating a New Chart” in Chapter 11 
Using names “Naming Cells and Formulas” in Chapter 6 


Amortization Table 


The sample file named Amortization Table contains an amortization table that 
calculates the beginning balance, interest and principal payments, and ending 
balance for any 24 consecutive payment periods of a loan. You can let the model 
calculate a periodic payment amount, or you can enter your own. 


To use the table, change the appropriate data in the Assumptions section. 
Microsoft Excel automatically recalculates the table based on the information 
you enter. 


For information on ieee ae a ee a oe 

Worksheet names “Naming Cells and Formulas” in Chapter 6 

Financial functions The PV function in the Microsoft Exce/ Function 
Reference 


Budget 


The sample file named Annual Budget shows a sample budget forecast for a real 
estate company. Because it uses worksheet outlining features, the budget work- 
sheet allows a user to easily browse through the budget, selectively hiding or 
showing various levels of detail. 

The fictitious Trey Real Estate Company has several regional offices in addition 
10 its headquarters in Minneapolis. For cach office, the budget forecast shows 
projected expenditures in several accounting categories, with the firm's general 
ledger code for euch category listed to the right. After the budget is approved, the 
nccounting codes could be used to upload the budget directly from Microsoft 
Hecel iota a malnframe general ledger application, Alternately, ~~ could be 
used as indeacs Lor lookup finetions on other Mictopert Hagel warkeliweta tie 
refer to this budget worksheet. 


When a user opens the outlined model worksheet, Microsoft Excel displays a 
worksheet bordered on the top and left by outlining symbols. In the upper left of 
this symbol area is a set of four buttons arranged vertically, labeled | through 4. 
Users can quickly move through levels of summary detail in the budget by 
choosing one of these buttons. Choosing the | button will hide all the supporting 
detail, displaying only year-end figures for each category. Choosing the 4 button 
will show all the detail, broken down by month, for each category. 


/ 
Appendix B = Microsoft Excel Library 


MD Ne AT OS he 1d tt 


- oo 


Levels of detail in each category can be controlled similarly by clicking one of 
the two buttons arranged horizontally in the upper left of the outlining symbols 
area. Choosing the | button will show only totals by office, while choosing the 2 
button will display supporting figures by accounting category within each office. 


If you create your own budget, you may want to use the auto-sum button in the 
tool bar to speed up the entry of SUM formulas on the worksheet, and use the 
Create Outline command to rapidly build an outline on your worksheet. 





Forinformationon _ . See ie -) 4- -)( ee 
Worksheet outlining “Outlining a Worksheet” in Chapter 6 

Transferring data from Microsoft “Exchanging Documents with Other Applications” 
Excel to other applications in Chapter 8 

Lookup functions “Creating a Lookup Table” in Chapter 7 

Linking worksheets “Linking Documents” in Chapter 8 

Automatically inserting a SUM “More About Using Worksheet Functions to 
formula Simplify Formulas” in Chapter 3 


College Expense Planning 


With rapidly rising college costs, many parents are worrying about how to pay for 
their children’s higher education while the kids themselves are still in preschool. 
The College Expense Planning model projects the costs of college for young 
children and helps families plan to meet those costs. 


The College Expenses model is contained in two files—the worksheet named 
College Expenses, and the macro sheet named College Helper. Most of the work 
is done by the worksheet; the macro sheet contains a custom function used by 
formulas on the worksheet. 


To use the model, enter the information about your children in the Family Data 
section and information about your investment assumptions in the Investment 
Assumptions section. Then press COMMAND+EQUAL SIGN or choose the Options 
Calculate Now command to recalculate the model. 


For information on See = - , ae = 

Financial functions The PV function in the Microsoft Exce/ Function 
Reference 

Array formulas “Creating and Using an Array Formula” in 
Chapter 7 

Custom functions Chapter 17, “Creating and Using Custom 


Worksheet Functions” 
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Sales Tracking 


The Sales Tracking model—which consists of the worksheets named Sales 
Database and Sales Analyzer and the macro sheet named Sales Analyzer 
Macro—analyzes sales and projects month-end results based on current data. 


The Sales Database worksheet contains a simple database that records each sale 
made by the fictitious Aperture Film Distributors, Inc. Aperture sells only three 
products—developing chemicals, film, and photographic paper—and has a sales 
staff of three. For each sale, the date, salesperson, customer, product, quantity, 
and total price are entered into the database using a data form. 


Managers at Aperture can use the worksheet Sales Analyzer to analyze month-to- 
date sales and project month-end sales for any of their products or salespeople. In 
addition, the worksheet contains embedded charts to graphically represent the 

analysis. That way, the user can quickly see how the numbers relate to each other. 


Frequently performed operations for the sales tracking model are automated by 
macros in the macro sheet named Sales Analyzer Macro and assigned to buttons 
on the model's two worksheets. Tasks such as defining a print area or sorting the 
database after each set of entries are automatically performed by the model when 
a user clicks one of the worksheet buttons, thus speeding daily use and reducing 
the training required to use the model. 


All three files in the model are included in the workspace file named Sales 
Tracking. When the workspace file is opened, Microsoft Excel automatically 
opens the model’s three files. 











Forinformationon _ See 

Embedded Charts “Creating a New Chart” in Chapter 11 

Database functions “Database Functions” in the Microsoft Exce/ 
Function Reference 

Data tables “Projecting Figures Using a Data Table” in 
Chapter 7 

Linking worksheets “Linking Documents” in Chapter 8 

Custom number formats “Entering Worksheet Data” in Chapter 3 

Worksheet buttons Chapter 18, “Automating Tasks with Command 
Macros” 

Writing macros Chapter 18, “Automating Tasks with Command 


Macros,” and Chapter 19, “Designing and Writing a 
Command Macro” 
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Using the Add-in Macros 


The Microsoft Excel library contains 18 add-in macros that can help you perform 
common tasks, such as automatically saving your worksheet as you work or 
checking the integrity of your model. In this section, specific descriptions of the 
add-in macros are arranged in the order listed in the following table. For more 
information on designing your own macros, see Part 6, “Customizing and 
Automating,” of this book. The add-in macros included in the Microsoft Excel 
library are listed in the following table: 


Add-in macro filename Description __ 








Add-in Functions Provides six additional worksheet functions: 
BASE. DEGREES, FASTMATCH, RADIANS, 
RANDBETWEEN, and SUMSQUARES. 


File Functions Provides four macro functions for creating, deleting, 
and getting information about folders. 
Add-in Manager Swaps add-in macros into and out of Microsoft Excel 


and opens a specified set of add-in macros when- 
ever you start Microsoft Excel. 


Auto Save Saves documents automatically as you work. 

Document Summary Stores the author, title, comments, and creation date 
with a worksheet or macro sheet. 

Flat File Imports data from a text file to a worksheet and 
exports data from a worksheet to a text file. 

Glossary Saves frequently used formulas or data for pasting 


into a worksheet or macro sheet. 


Macro Debugger 
Multiple Sheet Aide 
Name Changer 
Slide Show 


Structured Macro 
Template 


What If 
Worksheet Auditor 


Worksheet Comparison 
Alternate Startup Folder* 


Sound Notes* 


Standard File Dialogs” 


* These add-in macros are described in online Help. For more information on these macros, select 


Tracks down bugs in your macros. 
Helps you navigate through multiple worksheets. 
Changes or deletes names. 


Creates a slide show from Microsoft Excel 
worksheets and charts. 


Provides a structured template for writing macros; 
includes two tools for writing macros. 


Cycles worksheet model through different scenarios. 
Tracks down worksheet errors. 
Compares two worksheets. 


Specifies a startup folder in addition to the Excel 
Startup Folder. 


Provides a way to record, play, select, copy, and 
delete sounds in worksheet and macro sheet cells. 


Creates custom File Open and File Save dialog 
boxes to provide the full pathname of files that are 
opened and saved. _ 


the Macro Library topic in the Help Index. 
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Add-in Functions 


The Add-in Functions macro sheet contains six functions in addition to those 

built into Microsoft Excel. You can use these functions on any worksheet or 

macro sheet. 

= BASE(number,target_base,precision) Converts a number from base 10 to 
another base. 

= DEGREES(angle_in_radians) Converts from radians to degrees. 


s FASTMATCH(lookup yalue,lookup_array,type_of_match) Similar to the 
built-in function MATCH, but faster on large lookup arrays. 


= RADIANS(angle_in_ degrees) Converts from degrees to radians. 


=« RANDBETWEEN(bottom,top) Returns a random integer within an 
interval. 


= SUMSQUARES(reference) Retums the sum of squares. 


Before you can use these add-in functions, make sure the Add-in Functions macro 
sheet is open. To find out whether it is open, choose the Formula Paste Function 
command. If the add-in function BASE is in the list, the macro sheet is open. If 
BASE is not in the list, open the file named Add-in Functions. 


Once the Add-in Functions macro sheet is open, you can use the add-in functions 
just as you would any built-in Microsoft Excel function. You need not specify the 
macro sheet name when referring to the functions. 


For information on writing your own add-in functions, see Chapter 17, “Creating 
and Using Custom Worksheet Functions,” and Chapter 20, “Creating a Custom 
Application.” 


In the following functions, required arguments are shown in bold; optional 
arguments are not bold. 


BASE(number, farget_base, precision) 
Returns. as text, the equivalent of a base-10 number in another base. 
= Number isa base-10 number. 


= Target_base is the base you want to convert the number into. It must be an 
integer between 2 and 36. If base is omitted, BASE returns a base-16 number. 


= Precision specifies the number of digits you want after the decimal in the 
returned base. It must be a positive integer. If precision is omitted, it is 
assumed to be 0, and BASE returns an integer. 


DEGREES(angle_in_radians) 
Converts radians into degrees. 


= Angle_in_radians isan angle in radians. 
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FASTMATCH(lookup_value,lookup_ array, /ype_of maich) 


Returns the relative position of an element in an array that matches the specified 
value. Use FASTMATCH instead of the built-in function MATCH when you 
need to search large sorted arrays. 


a Lookup value is the value you're searching for within lookup_array. 


= Lookup array is an array or a range of cells containing possible lookup 
values. 


a Type of match iseither | or—-|. Type_of_match specifies how 
FASTMATCH matches lookup value with values in lookup_array. 


a If typeof match is 1, FASTMATCH finds the largest value that is less 
than or equal to lookup value, Lookup_array must be in ascending order: 
2, L&W. A Z FALSE, TRUE, and so on, 


e liye of match is 1 VASTMAITCHLE finds the smatiest value that 
is greater than or equal to Jookup_ value. Lookup_array must be in 
descending order: TRUE, FALSE, Z-A, ..., 2, 1, 0,-1, —2, ..., and so on. 


e If type of match is omitted, it is assumed to be 1. 


Like MATCH, FASTMATCH does not distinguish between uppercase and 
lowercase letters in making matches. 


Unlike MATCH, FASTMATCH requires the values in lookup_array to be in 
sorted order. That is, FASTMATCH will not work if type_of match is 0. It re- 
turns the error value #VALUE! if type_of match is not —1 or |. This is because 
FASTMATCH uses a binary search algorithm instead of the slower sequential 
algorithm used by MATCH. 


For examples of how to use FASTMATCH, see the MATCH function in the 
Microsoft Excel Function Reference. 


RADIANS(angle_in_degrees) 
Converts degrees into radians. 


es Angle in_degrees is an angle in degrees. 


RANDBETWEEN(bottom, top) 

Returns a random integer within a given range. 

= Bottom is the smallest integer RANDBETWEEN will return. 
= Top isthe largest integer RANDBETWEEN will return. 


SUMSQUARES (reference) 


Returns the sum of the squares of all the numbers in a range. 
= Reference is an array or a range of cells. 


Like SUM and SUMPRODUCT, SUMSQUARES ignores any logical values or 
text in reference. 





File Functions 
With the File Functions macro, you can use four additional macro functions to 


create, delete and get information about folders. 


CREATE.DIRECTORY(path text) 


Creates a directory relative to the current folder. 


= Path text isthe name of the folder you want created inside the current 
folder, or the path location and name for the new folder. 


The following macro formula creates a folder named “August Sales” in the 
current folder: 


CREATE. DIRECTOR Y(" August Sales”) 


The following macro formula creates a folder named “August Sales" in the folder 
Pash Pick Woeitil Maputo 


CREATE.DIRECTORY ("Hard Disk: Word:Reports: August Sales") 
DELETE.DIRECTORY (path text) 


Deletes an empty folder. If the specified folder is not empty, 
DELETE.DIRECTORY returns FALSE. 


= Path text is the name of the folder in the current folder or the pathname of 
the folder you want to delete. 


The following macro formula deletes the empty August Sales folder from the 
current folder: 


DELETE.DIRECTOR Y(" August Sales”) 


~The following macro formula deletes the empty August Sales folder from the 
folder Hard Disk: Word:Reports: 


DELETE.DIRECTOR Y ("Hard Disk: Word:Reports: August Sales") 
FILE.EXISTS(path_text) 


Tests for the existence of a file or folder. Returns TRUE if the file or folder 
exists; FALSE otherwise. 


= Path text is the name of the file or folder you wish to find. If the file or 
folder ts not in the current folder, you must give the full path. 


The following macro formula tests for the existence of a file named Sales 
Template in the current folder: 


FILE.EXISTS("Sales Template”) 
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The following macro formula tests for the existence of a file named Sales 
Template in the folder Hard Disk: Word:Reports: 


FILE.EXISTS("Hard Disk: Word:Reports:Sales Template”) 


The following macro formula tests for the existence of the folder named Hard 
Disk: Word:Reports: 


FILE.EXISTS("Hard Disk: Word:Reports”) 
DIRECTORIES(path_text) 


Returns a horizontal array of all of the subfolders in the current folder or specifed 
path. 


= Path text isthe folder from which you want to retum a list of subfolders. If 
path text is omitted, DIRECTORIES returns a list of the subfolders inside the 
current folder, 


The following micro formula rete an ariay of the folders in the current folder: 
DIRECTORIES() 


The following macro formula returns an array of the folders in the folder Hard 
Disk: Word:Sales: 


DIRECTORIES("Hard Disk: Word:Sales") 


The following macro formula defines the name Paths to refer to the subfolders in 
Hard Disk: Word:Sales: 


SET.NAME("Paths" .DIRECTORIES("Hard Disk: Word:Sales") 


Add-in Manager 


With the Add-in Manager macro, you can specify a working set of add-in macros 
to be automatically opened whenever you run the Add-in Manager. By placing 
the Add-in Manager in your startup folder, you can specify a set of add-in macros 
that will be automatically opened whenever you start Microsoft Excel. 


There are two steps to using the Add-in Manager: adding add-in macros to the 
Add-in Manager's working set and running the Add-in Manager whenever you 
start Microsoft Excel. 


su Adding an add-in macro to the working set 
1 Open the Add-in Manager macro sheet. 
2 Choose Options Add-Ins. 


The Add-in Manager displays a dialog box listing all the add-in macros in its 
working set. 


3 Choose the Add button. 
The Add-in Manager displays the standard File Open dialog box. 






NOTE 
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4 Inthe Files box, select the first add-in macro you want to add to the working 
sel. 

9 Choose the Open button. 
The Add-in Manager opens the add-in macro you specify and adds it to the 
working set. Each add-in macro in the working set is opened whenever the 
Add-in Manager ts run. 


6 Repeat steps 3 through 5 tor every add-in macro you want to add to the 
working set. 

7 When you have finished adding add-in macros, choose the Close button to 
save your changes and close the dialog box. 


in addition to add-in macros, you can add worksheets to the working set of files 
that will be opened along with the Add-in Manager. This could be used, for 
example, lo automatically open a worksheet containing commonly used lookup 
letlplesn 


sus’ Removing an add-in macro from the working set 

1 Open the Add-in Manager macro sheet. 

2 Choose Options Add-Ins. 
The Add-in Manager displays a dialog box listing all the add-in macros 1n its 
working set. 


3 Inthe Add-Ins Installed box, select the add-in macro you want to remove 
from the working set. 


Choose the Remove button. 
Choose OK to confirm your choice. 


The Add-in Manager closes the specified add-in macro and removes it from 
the working set. 


6 Repeat steps 3 through 5 for each add-in macro you want to remove from the 
working set. 

7 When you have finished removing add-in macros, choose the Close button to 
save your changes and close the dialog box. 

If you want the Add-in Manager—and the add-in macros in your working set—to 

be opened every time you start Microsoft Excel, put the Add-in Manager in your 

startup folder. To do this, move the Add-in Manager macro sheet from the 

Library folder into a subfolder named Excel Startup Folder within your Microsoft 

Excel System folder. 


For more information on the Excel Startup folder, see “Specifying a Startup 
Folder and Document,” in Chapter 16. 
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uuu Changing the folder an add-in macro is opened from 
You can change the folder an add-in macro is opened from. 

1 Open the Add-in Manager macro sheet. 

Choose Options Add-Ins. 

Select the add-in macro you want to open from a different folder. 


Choose the Edit button. 


on. W NM 


To open the file from the same folder as the add-in manager, select the Same 
Folder As The Add-In Manager option. 


To specify the path from which you want the file opened, select the Path 
option and type the path. 


mu Changing the read-only status of an add-in macro 
1 Open the Add-in Manager macro sheet. 


Choose Options Add-Ins. 
Select the add-in macro you want to change the read-only status of. 
Choose the Edit button. 
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To specify read-only status, turn on the Open As Read-Only check box. 
To remove read-only status, turn off the Open As Read Only check box. 


Auto Save 


The Auto Save add-in macro helps you prevent data loss by automatically saving 
your documents as you work. 


sun Automatically saving your work 

1 Open the Auto Save macro sheet. 

2 Choose Options AutoSave. 

3 Select one of the four options for saving your files: 
The High option saves your documents approximately every 3 minutes. 
The Medium option saves your documents approximately every 9 minutes. 
The Low option saves your documents approximately every 30 minutes. 
The Never option turns off automatic saving. 


4 If you want Auto Save to notify you before saving a document, turn on the 
Prompt Before Saving check box. 





5 If you want Auto Save to save all open Microsoft Excel documents at each 


automatic save, turn on the Save All Files check box. Otherwise, Auto Save 
saves only the active document at each save. 


6 Choose OK. 


Unless you specified the Never option, Auto Save displays a check mark next to 
the AutoSave command on the Options menu and saves your documents auto- 
matically as you work. 


Document Summary 


With the Document Summary macro, you can record information about a 
particular worksheet—such as the worksheet’s title, author, and creation date 
right along with the worksheet itself. This can be especially useful if several 
people work on the same worksheet. By recording information about changes, 
you can track the current status of the worksheet. 


mua Recording and viewing summary information 


1 Open the Document Summary macro sheet. 





2 Choose Edit Summary Info. 
The macro displays a dialog box which summarizes the information about the 
active worksheet. 

3 Change any of the information you want. 
You cannot change the date the document was created. 

4 Choose OK. 


The Document Summary macro stores the summary information as hidden names 
on the worksheet. The information is saved along with the worksheet. 


For information on hidden names, see “Naming Cells and Formulas,” in 
Chapter 6. 


Flat File 


The Flat File macro helps you import or export data between “flat” text files— 
files in which data is not separated by tabs—and cell ranges on a worksheet. The 
macro provides two commands: 


Data Export Exports a group of selected cells to a text file. You can decide 
whether to keep the cells’ alignment and number formats. 


Data Smart Parse Distributes text values ina single column to fill several 
columns. Unlike the built-in Data Parse command in Microsoft Excel, Data 
Smart Parse treats cach row independently, placing each logical word into its 
own cell. 
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aus Exporting cells to a text file 
1 Open the Flat File macro sheet. 


2 
3 
4 
5 


Select the cells you want to export. This must be a contiguous selection. 
Choose Data Export. 
In the To File Name box, type the name of the text file you want to create. 


If you want the exported text file to reflect the alignment and number formats 
of the selected cells, turn on the Retain Cell Formats check box. The macro 
inserts one extra space between columns. 


If you want the exported text file to reflect General alignment and number 
format options, turn off the Retain Cell Formats check box. No extra spaces 
are inserted between columns. 


6 Choose the Export button. 

The Flat File add-in macro creates a text file that contains the data in the selected 
cells. 

aus Parsing text values 

1 Open the Flat File macro sheet. 


2 Select the cell range to parse. Your selection can contain only one column, but 
it can contain as many rows as you want. 

3 Choose Data Smart Parse. 
Select the option for the column delimiter you want. 


5 To include extra blank spaces, turn off the Remove Extra Blank Spaces check 
box. 


6 Choose OK. 


The Flat File macro parses each cell in your selection containing text. It places 
each group of characters that is separated by one or more spaces into a separate 
cell. 


Glossary 


With the Glossary add-in macro, you can save frequently used formulas and the 
contents of cells in a “scrapbook” manner. 


You create a glossary entry by adding a cell or a group of cells to the glossary. 
Later, you can insert any glossary entry intu a worksheet. Glossary entries remain 
in the glossary until you delete them. 
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su’ Adding a glossary entry 

Open the Glossary macro sheet. 

Select the cell or cells whose contents you want to make a glossary entry. 
Choose Edit Glossary. 


In the Name box, type the name of the new entry. 


mnt @ Nh — 


Choose the Define button. 


The Glossary macro creates a new glossary entry with the specified name. You 
can continue adding glossary entries by typing a name in the Name box and cell 
reference in the Refers To box, or you can close the dialog box by choosing the 
Close button. 


us Inserting a glossary entry into the active sheet 
1 Open the Glossary macro sheet. 


2 Select the cell or cells in which you want to insert the glossary entry. 


If your selection is not the same size as the glossary entry, the active cell is 
the upper-left corner of the area in which the glossary entry is inserted. 


3 Choose Edit Glossary. 


4 In the Glossary Entries box, select the glossary entry you want to insert into 
the active sheet. 


5 Choose the Insert button. 


The Glossary add-in macro inserts the glossary entry into your sheet. 


mus Deleting a glossary entry 

1 Open the Glossary macro sheet. 

Choose Edit Glossary. 

In the Glossary Entries box, select the glossary entry you want to delete. 


Choose the Delete button. 
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Choose OK to confirm the deletion. 
The glossary entry is deleted. 
Repeat steps 3 through 5 for each glossary entry you want to delete. 


When you have finished deleting glossary entries, choose Cancel to save your 
changes and close the dialog box. 
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Macro Debugger 


The Macro Debugger add-in macro builds an environment within Microsoft 
Excel in which you can easily debug and run your macros. In the debugging 
session, you can set fracepoints and breakpoints at key cells in the macro you're 
debugging. When you run the Macro Debugger, the macro: 


= Pauses at all tracepoints and enters single-step mode. You can interactively 
trace the macro, continue execution, or halt the macro. 


= Pauses at all breakpoints, displaying the values of a group of cells and names 
you specify in advance. You can choose to continue running the macro, enter 
single-step mode, or halt the macro. 


Tracepoints and breakpoints are known collectively as debug points. 


To be safe, save the macro sheet you're testing before starting the debugging 
session lt is possible, although unlikely, that a maoro being tested could inter: 
fore Will) Ihe debugging seselan and prevent he Maera Bebueger fram praperly 
restoring the macro sheet at the end of the debugging session. 


Before you begin debugging a macro, you should be aware of these guidelines: 


# Setting a debug point at a cell on your macro sheet temporarily changes the 
formula in that cell, although it does not alter the value that results from 
calculating the formula. When you quit the debugging session, all debug 
points are removed and your formulas are restored. 


=» You can edit cells and switch between windows as usual while in the 
debugging session. However, you can't change the formula in a cell 
containing a debug point. 


= You must turn off document protection for your macro sheet before you start 
the debugging session. Starting the debugging session changes the cell 
protection status set and turns on document protection on your macro sheet. 
When you quit the debugging session, all the macro sheet cells are locked. 

un Starting a debugging session 

1 Open the Macro Debugger macro sheet. 

2 Switch to the macro sheet to be tested. 

3 Choose Macro Debug. 


The Macro Debugger macro starts the debugging session and displays the 
debugging menu bar. Before you run a macro in the debugging session, you 
should set debug points. 

aun Setting tracepoints in the debugging session 

1 Select the cell before which you want to set the tracepoint. 

2 Choose Debug Set Trace Point. 
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nu Setting breakpoints in the debugging session 


1 


Select the cell before which you want lo set the breakpoint. 


2 Choose Debug Set Breakpoint. 
3 If you want, type a breakpoint message. This message will be displayed 


whenever the breakpoint is encountered. 


4 Choose OK. 
sus Specifying variables to be displayed at breakpoints 


When you set breakpoints in your macro, you need to specify the cells and names 
you want the Macro Debugger to display at each breakpoint. 


1 Choose Debug Breakpoint Output. 


2 To add a variable, type the reference or name and choose OK. Or, you can 


choose the Add button to add the output variable and keep the dialog box 
ingotinyered mer Yen Cae whl wnother output varlable, 


3 loremove a variable, select the variable i thier Het and ele the | desleries 


button. 


sun Removing a debug point 
1 Select the cell where the tracepoint or breakpoint is located. 


2 Choose Debug Erase Debug Point. 


sua ~=Running a macro 
After you have set debug points and specified the variables to be displayed at all 
breakpoints, you are ready to run your macro. 


1 Choose Debug Run Macro. 


2 Inthe Run box, select the macro name, or type the name or reference of the 
macro in the Reference box. 


3 Choose OK. 


The macro runs as usual, except that it carries out special commands at debug 
points. These commands do not affect the result of the macro. When a | 
breakpoint Is encountered, the breakpoint dialog box appears, showing that 
breakpoint’s message and the values of the variables you specified with the 
Debug Breakpoint Output command. 


4 Inthe breakpoint message dialog box, choose the Continue button to continue 
running the macro, the Step button to step through the macro, Or the Het but- 
ton to stop the macro. If you choose the Step button, ignore the last step you 
encounter; it is the RETURN function from the breakpoint routine. 


When a tracepoint is encountered, the Step dialog box appears so you can step 
through the macro. For information on stepping through a macro, see Testing 
a Command Macro,” in Chapter 19. 
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If you are debugging a macro that switches from the debug menu bar to 
another menu bar, you can restore the debug menu bar by pressing 
COMMAND+OPTION+SHIFT +R 


In addition to controlling the running of the macro by setting and removing debug 
points, the Macro Debugger provides some secondary commands: 


= Formula Hidden Names Shows the values of hidden names on the active 
sheet. For information on hidden names, see “Naming Cells and Formulas” in 
Chapter 6. 


=» Formula Note Is the same as the normal Formula Note command. For 
information, see “Adding Comments to a Worksheet” in Chapter 6. 


= Formula Goto _ Is the same as the regular Formula Goto command. For 
information, see “Selecting Cells and Moving Around the Worksheet” in 
Chapter 3. 


s Formula Find _Is the same as the regular Formula Find command. For 
information, see “Finding and Replacing Cells and Data” in Chapter 4. 


= Formula Select Debug Points Selects all the cells on your macro sheet 
with breakpoints or tracepoints. 


= Formula Select Errors Selects all cells with formulas that evaluate to 
errors. 


= Display Formulas/Values Switches the macro sheet between displaying 
formulas and values. 


« Display Arrange All Is the same as the normal Window Arrange All 
command. For information, see “Working with Windows” in Chapter 1. 


= Display Show Info _ Is the same as the normal Window Show Info 
command. For information, see “Auditing a Worksheet” in Chapter 6. 


ais Quitting the debugging session 
P Choose Debug Exit Debug. 


The Macro Debugger macro restores the previous menu bar, removes the debug 
points, and turns off document protection on your macro sheet. 


Multiple Sheet Aide 


The Multiple Sheet Aide macro includes two features that will help you navigate 
through your documents, especially if you frequently open several worksheets, 
charts, and macro sheets at one time. 


= The Window Arrange All Horizontal command arranges the unhidden 
windows horizontally across the screen. This command can be useful when 
you want to view parts of several worksheets simultaneously and the areas 
you want to see are wider than they are high. 


= The Move Down key traces references to other worksheets and macro sheets. 
This command is useful when you want to check external references on a 
worksheet. 





sun Arranging the open windows horizontally 
1 Open Multiple Sheet Aide. 


2 Choose Window Arrange All Horizontal. 


The macro tiles the open documents horizontally on the screen. 


su Tracing references to other documents 

1 Open Multiple Sheet Aide. 

2 Select a cell containing a reference to another worksheet or macro sheet. The 
cell must contain only one external reference, and the reference must be to a 
single contiguous area. 

3 Press COMMAND+OPTION+D. 

If the supporting document is open, the Multiple Sheet Aide switches to it and 
selects the range referred to. 


If the supporting document is not open, the Multiple Sheet Aide asks if you 
want to open it. If you choose OK, it opens the document and selects the 
range referred to. 


4 When you are finished examining the supporting document and want to return 
to the original cell, press COMMAND+OPTION+SHIFT+D. 


The Multiple Sheet Aide switches back to the original sheet and selects the 
original cell. 


Name Changer 

With the Name Changer add-in macro, you can quickly change a name on a 
worksheet. In addition to changing the definition of the name, the macro replaces 
every occurrence of the old name in the worksheet with the new name. Name 
Changer can also help you delete a name from one of your worksheets. Unlike the 
Delete button in the Formula Define Names dialog box, Name Changer alerts you 
before deleting a name that is in use on your worksheet. 

nus Changing a name 

1 Open Name Changer. 

Choose Formula Change Name. 

In the From box, select the name to change. 


In the To box, type the new name. 


oh W NM 


Choose the Rename button. 


Name Changer changes the definition of the name and replaces every 
occurrence of the name on the worksheet. 


6 Repeat steps 3 through 5 for every name you want to change. 


7 When you have finished changing names, choose the Close button to save 
your changes and close the dialog box. 


Co 
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aus Deleting a name 

1 Open Name Changer. 

2 Choose Formula Change Name. 

3 Inthe From box, select the name you want to delete. 
4 Choose the Delete button. 


iS the name you have selected is referred to on the worksheet, Name Changer 
asks you to confirm the deletion. Choose OK to confirm the deletion 


Repeat steps 3 and 4 for every name you want to delete. 


6 When you have finished deletin 
‘ g names, choose the Close butt 
changes and close the dialog box. ve 


Slide Show 


oiipiw Slide Show add-in macro, you can create an automatic “slide show” out 
of a set of Microsoft Excel charts and worksheets. After you open all the docu- 


ments making up the slide show and specify how to cycle through them, the 
macro advances to each “slide” in order. 


mus Running a slide show 

1 Open Slide Show. 

2 Open all the documents to be included in the slide show. Close or hide any 
documents that are not to be included in the slide show. 
Choose Macro Slide Show. 

4 If you want the Slide Show macro to automatically advance each slide after it 
his been displayed fora certiin interval, seleet the Automatically option, In 


the Advance very... Secotdls bow, type the number af aseanda you want 
ie Te wliele clinplinyerd 


" you Wit a pless FAB lo advance teach slide, select the Manually option, 
I'he number in the Advance Every ... Seconds box Is ignored 


5 If you want the slide show to end after every sli 
ry slide has been sho 
select the Show All The Open Documents Once option. ee 


If you want the slide show toc 
| ycle through all the slides repeatedly until 
interrupt it, select the Keep Showing The Open Saounatie dada. es 


6 ine want the Slide Show macro to hide the Microsoft Excel menu bar, tool 
bar, and formula bar while the slide show is running, turn on the Hide Menus 
Tool Bar & Formula Bar check box. Otherwise, turn off the check box. 


7 Choose the Run button. 


The Slide Show macro runs the slide show as you specified, advancing 


through all the open windows | ; 
pein cameo P ws in the same order as if you repeatedly pressed 
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wan Interrupting a running slide show 


You can interrupt a running slide show and return to the regular Microsoft Excel 
environment. You can interrupt a slide show whether it is advanced manually or 


automatically. 


> Press Q. 


The Slide Show macro stops the slide show. If you specified Hide Menus when 
you started the slide show, the macro restores the Microsoft Excel menu bar, tool 


bar, and formula bar. 


Structured Macro Template 


The macro sheet template named Structured Macro Template can help you 
rapidly develop sophisticated macro applications in three ways: 


= Because it is formatted in an easy-to-read manner, the template helps you to 
organize your macros as you develop them. Each column is labeled in the first 
row; all you have to do is fill in the functions in the appropriate places. 


s Because it contains ready-made auto-open and auto-close macros, the tem- 
plate saves you from writing these common macros over and over again. 


= Because it contains two utility macros—lIndent and CommandWindow—the 
template helps you to rapidly debug your macros. Just delete these macros 
when you finish your application. 


sun Automatically indenting macro commands 


The Indent utility macro can add or remove indentations from your macro 

commands. 

To automatically indent selected macro commands and make them more visible: 

1 Select the cells on the macro sheet containing the commands you want to 
boneberiat 

QO  [ypae COMMAND ON TIONEN, 


Phe fedent micene tents the TO a TT) RL Lad Dyfanethe VEY mhatenerita, 
FOR loops, FOR.CELL loops, and WHILE loops, Phe Tndent nacre amily tilorite 
control structures that begin within the selection. 


Each level is indented three spaces beyond the previous level. 


su Removing macro indenting 


1 Select the cells on the macro sheet containing the commands from which you 
want to remove the indents. 


2 Press COMMAND+OPTION+M. 


in each of the selected cells, the Indent macro removes all the spaces between the 
equal sign and the first letter of the function. 
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nus Using the command window 


With the CommandWindow utility, you can immediately calculate a macro 


function by typing the function into a dialog box or clicking the cell that contains 
the function. 


Press COMMAND+OPTION+SHIFT+C 


2 Type the macro function just as you would enter it in a cell or click the cell 
that contains the function. 


3 Choose OK. 


The CommandWindow macro calculates the function and displays the result. 
4 Choose the Close button. 


What If 


The What If macro can quickly cycle a worksheet model through several 
scenarios by supplying a succession of input values to one or more input cells. 


For example, suppose you have a worksheet with calculations that depend on an 
interest rate and a down payment amount, and you want to calculate three dif- 
ferent interest rates—say, 6 percent, 7.5 percent and 9 percent—and two different 
down payment amounts—say, $10,000 and $25,000. The What If macro can 
rapidly cycle through all the different combinations of interest rates and down 
payments. 

To set up the What If macro, you need to tell the macro which data sheet to use 
with the model worksheet. The data sheet contains the values to be substituted 
into each input cell. You can create a new data sheet or specify an existing one. 
Once you have specified the data sheet for a model worksheet, the two will be 
associated until you close the model or specify another data sheet. 


sun Creating a new data sheet 


Create a new data sheet when you haven't saved a previous data sheet or when 
you want to create new independent variables or values. 


1 Open What If. 

Switch to the model worksheet. 
Choose Formula What If. 
Choose the New button. 


ont W PP 


Enter the name or reference of the first independent variable and choose OK. 


In the preceding example, you would enter a reference to the cell containing 
the interest rate. 


6 Type each possible value for the first variable and choose OK for each. 


In the example, you would type 6%, choose OK, type 7.5%, choose OK, type 
9%, and choose OK. 
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7 When you have entered all the values for the first variable, choose the Done 
button. | 

8 Repeat steps 5 through 7 for each additional independent variable. 
In the example, you would repeat steps 5 through 7 for the down payment 
amount. 


Q When you have entered all the values for the last variable, choose the Done 
button to save your changes and close the dialog box. 


nm Specifying an existing data sheet 

Specify an existing data sheet only if you have previously created and saved a 

data sheet for your model. 

1 Open What If. 

Open the existing data sheet. 

Switch to the model worksheet. 

Choose Formula What If. 

In the Data Sheet box, select the data sheet. 

Choose OK. a 
to cycle through the 

After the what-if model has been set up, there are two ways t 

variables: advancing the variables all at once or advancing one variable at a time. 

nua Calculating all possible input values at once 


Advance the variables all at once when you want to cycle through all possible 
scenarios for your model. 


ounst WO ND 


4 Switch to the worksheet. 

2 Press COMMANDEOPTIONFSHETHT, 

T ss the ne + for euch Independent variable and 
Phe What If macro uses the next vuluic For cwels nv . 
ecohebits the worksheet. The cycling of the variables is similar to that of u 
counter. 

sn Advancing one variable at a time 


Advance one variable at a time when you want to cycle through the — of 
only that variable, leaving the values of the other variables unchanged. 


1 Switch to the model worksheet. 
2 Select the input cell to be calculated. 
3 Press COMMAND+OPTION+T. 


The What If macro uses the next value for the selected variable in the input cell 
and recalculates the worksheet. 
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Worksheet Auditor 


The Worksheet Auditor add-in macro can help you check the structure of your 
worksheets and analyze the layout and formulas. 


Worksheet Auditor provides four tools: 
=» Audit Generates a report of potential errors on your worksheet. 


=s Map Creates a map of your worksheet to help you get a better idea of its 
contents. 


= Interactive Trace Helps you to see cell dependencies on your worksheet 
and understand your data flow. 


=s Worksheet Info Displays some otherwise hard-to-get information about 
your worksheet. 


sun Generating an audit report 

1 Open Worksheet Auditor. 

Choose Formula Worksheet Auditor. 
Select the Generate Audit Report option. 
Choose OK. 
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Turn off the check boxes for the types of auditing you don’t want to include in 
the report: 


Errors includes cells with error values. 
References To Blanks includes formulas that refer to blank cells. 
References To Text includes formulas that refer to cells containing text. 
Circular References includes all cells that are part of circular references. 
Names includes suspicious or potentially unused worksheet names. 

6 Choose OK. 


The Worksheet Auditor macro produces a report of the cells and names you 
specified on your worksheet. 


sua ~Mapping your worksheet 

1 Open Worksheet Auditor. 

2 Choose Formula Worksheet Auditor. 
3 Select the Map Worksheet option. 

4 Choose OK. 


The Worksheet Auditor macro creates a map of the cells on your model 
worksheet. 












nun Tracing cell dependencies 


1 


Open Worksheet Auditor. 


Choose Formula Worksheet Auditor. 


2 
3 Select the Interactive Trace option. 
4 


5 Inthe Interactive Trace control panel, choose the foll 


Choose OK. 


Worksheet Auditor displays two windows on the screen: at the right is your 
worksheet: at the upper left is the Info window with the Interactive Trace 


control panel. 
owing buttons as needed 


until you have completed the trace: 

To select all the dependents or precedents of the active cell, choose the Find 
Dependents or Find Precedents button. 

To change the active cell, choose the Reset Active Cell button. 


To retrace the steps you've already made, choose the Back or Forward button. 


To quit the interactive trace, choose the Exit Trace button. 


The Worksheet Auditor macro restores the previous workspace. 


iu Getting information about your worksheet 
4 Open Worksheet Auditor. 

2 Choose Formula Worksheet Auditor. 

3 Select the Worksheet Information option. 


4 Choose OK. 
The Worksheet Auditor macro displays a report about your worksheet. 


For information on auditing your worksheet with the built-in auditing tools in 
Microsoft Excel, see “Auditing a Worksheet” in Chapter 6. 


Worksheet Comparison 


The Worksheet Comparison add-in macro compares two worksheets and gener- 
ates a report of the differences between them. Use this macro when you have 


two versions of a worksheet and you want lo see what has been changed in the 


newer one. 
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sus Comparing two worksheets 
Open Worksheet Comparison. 
Open the two worksheets you want to compare 
Switch to one of the two sheets. 
Choose Formula Compare. 
In the Compare To Sh 
eet box, select the other w 
rh orksheet. 


ont WN — 


The Worksheet Compari 
parison macro gen — 
Saseaih tiieaaaiet din dene neaeiainliae. generatcs a report listing any differences 


Opening Add-in Macro 

— 3 with Microsoft Excel 
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Creating Your Own Models 


2 M5390} seg eeu aie yi NiVE GOS ae VeNs 


acro sheet designed to 


A model is a set of Microsoft Excel worksheets and m 
he Sales Tracking model 


solve a particular problem. An example of a model ts t 
described earlier in this appendix. 

In most situations, it isn’t enough to get a Microsoft Excel m 
numbers. Your model should meet three design criteria: 


= Guaranteed correctness If you can't guarantee that 
yields the right answers, it isn’t effective. Design your 


immediately apparent. 
s Adaptability Most likely, the task you want your model to perform won't 
remain the same forever. Design the model so that it can be easily modified, 


by you and by someone else. 
= Speed Although speed 1s less important than accuracy, yOu should try to 
design your model efficiently to speed recalculation. 
Following some simple guidelines can help your models meet all three criteria. 
This section discusses the most basic guidelines, the following section, “For 
More Information,” lists lepth information on model design. 


Use a Vertical, Modular Design 


Qipnnize your workslicetx vertically, Line 
yen tual A airlel ve 


une ad behny wo Ws 
calculation and provides the fastest PECuleUTAtiant pane 


r worksheet into manageable sections, each a horizontal slice of the 
Each section should serve a single purpose in your 


model most effectively, each section should be as wide 


o more than one or two screens high. You should 
by using cell formatting, 


odel to generate 


your model always 
model to make errors 


references for in-¢ 


only one of Iwo sereens of columns, but 
ricn) scheme promoter lt clearer Mow of 
Vole. 


Break you 
overall vertical worksheet. 
model. If you divide your 
as the entire worksheet and n 
clearly distinguish each section from adjoining sections 
colors, or cell borders. 
Every formula in your worksheet should refer only to cells above it. As a result, 
your calculations should proceed strictly downward, from raw data near the top of 
your worksheet to final results at the bottom. This worksheet design is the most 


efficient for Microsoft Excel to recalculate. 

No critical assumptions should be buried in formulas in the middle of the work- 
sheet. Instead, all the assumptions should be clearly documented in a special 
assumptions section, which serves two purposes: 

heet will understand how you arrived al 


looks at your works 
derstand any inherent limits in your 


d you will better un 


= Everyone who 
your results, an 
calculations. 

s You'll create a model that is highly ada 
be changed easily—whic 


ptable, because key assumptions can 


h could save you or someone else a lot of time later. 
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Use a Standard Layout 


Using the standard worksheet layout described in the following sections will 


speed recalculation and make your model easier to maintain. You can adapt this 
template to your own models. 


e Title/instructions/contents This section includes critical documentation 
about the rest of the worksheet: the model's title, purpose, and author, a list of 
other worksheets or macro sheets that must be opened for the model to work; 
instructions to the user; and a table of contents that outlines the order of the 
sections in the worksheet. There are no calculations in this section. 


» Assumptions This section contains any initial assumptions that you might 
otherwise include in worksheet formulas. For example, if you are assuming a 


commission rate of 20 percent, put it in this section, label it, and refer to it 
later, 


= Data _ This section includes the raw data for your model—such as records of 
transactions from which your model will calculate trends. If your model needs 
a great deal of raw data, you should move this section into a separate linked 
worksheet to reduce clutter and speed your calculations. 


= Calculations Include as many sections as you need to process your data. 
Each section should be based only on the results from previous sections, so 
that the model’s calculation progresses down the worksheet. 


Break your task into manageable chunks. Divide the job of your worksheet 
into a series of calculation steps, and then plan one section on your work- 
sheet for each step in your task. As you design each section, give it a clear 
purpose—for example, “this section refers to the database on the supporting 
worksheet and summarizes sales for a single month.” 


s Finalresults The last section on your worksheet should contain the last 
calculations needed to arrive at the answers. Along with the assumptions 
section, this section should provide a comprehensive summary of your 
model's calculations. 


Write Clear Formulas 


Writing clear formulas reduces calculation errors, makes your model easy to 
maintain, and speeds recalculation by eliminating unnecessary computations. 
There are three keys to writing clear formulas: 


» Divide complex calculations into several cells instead of trying to pack them 
into single formulas. This will make your model easier to understand and help 
you catch intermediate errors. 


= Whenever the meaning of a number could be misinterpreted, explain the 
number by using a text label in an adjacent cell. For example, if cell D140 
contains a formula that calculates pretax revenue exclusive of interest income, 
enter this information in cell E140. 


Make the Model Easy to Use 


You can speed up your U ask by a 
be easy to use. Follow these guidelines: 
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w your formulas work. In doing so, yOu should ere 
rs who use your model daily to solve 


evelopers who need to modify your 


ways document ho 
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problems, and other Microsoft Excel d 
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Formula Create Names and Formula Apply ee a oes 
this task easy. For more information, see “Naming 
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Chapter 6. 


sers’ task by designing your Microsoft Excel model to 


I iustified or wrapped 
Provide clear instructions to the user by using text boxes, justifi Pp 


ions in the 
. text, and graphic objects. Always provide a brief set of —. 
title/instructions/contents section at the top of every WOFKS h ae dicate 
. orksheet to indici 
as itors, use color on your W , 
2 If your users have color mon r example, tell users in the 


= Use cell protection to pr 
= Turn off the display of gridlin 


‘ch values ser can change. Then, for ex 
ee ie they can change anything that appears In blue. 


event users from changing critical cells. 
es and/or row and column headings to make the 


instructions sectio 


display clearer. assign the macros 
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Tips 


Creating a Worksheet Template If you design worksheets frequently, you should 
create a worksheet template with standard headers for the various sections: Title, 
Assumptions, Calculations, and so on. Save the template in your Microsoft Excel 
startup folder, and its name will appear in the File New dialog box. You can also 
change defaults in this template, such as turning off gridlines and using different 
fonts. For more information on creating templates, see “Creating and Using a 
Document Template” in Chapter 16. 


Adding Embedded Charts To simplify creating presentation-quality reports 
from your worksheets, you can use embedded charts to display graphical inter- 
pretations of your results. Typically, embedded charts should be placed just above 
the values they refer to in the worksheet—that way, the picture comes before the 
numbers. This is an exception to the rule of top-to-bottom calculation flow, be- 
cause the chart itself will refer to cells below it. For more information on using 
embedded charts, see “Creating a New Chart” in Chapter 11. 


Creating Your Own Macros For information on designing and writing macros, 
see Part 6, “Customizing and Automating,” in this book. 


For More Information 


For detailed information on spreadsheet design, see the following book: 


Nevison, John M. Microsoft Excel Spreadsheet Design. New York, NY: Simon 
and Schuster, 1990. 


For additional information on spreadsheet design, writing macros, and designing 
applications, see the following books: 


Alves, Jeffrey R., Bill Fletcher, and Dennis P. Curtin. Planning and Budgeting 
with Excel. Berkeley, CA: Osborne McGraw-Hill, 1986. 


Kinata, Chris and Charles Kyd. The Complete Guide to Microsoft Excel Macros. 
Redmond, WA: Microsoft Press, 1991. 


Kyd, Charles W. Microsoft Excel Business Sourcebook. Redmond, WA: 
Microsoft Press, 1988. 


Microsoft Corporation. Microsoft Excel 3 Step by Step. Redmond, WA; 1990. 


Nelson, Stephen L. Microsoft Excel Money Manager. Redmond, WA: Microsoft 
Press, 1989. 


Nelson, Stephen L. Microsoft Excel Small Business Consultant. Redmond, WA: 
Microsoft Press, 1989. 


Salkind, Neil J. Excel: A Business User's Guide. New York, NY: John Wiley & 
Sons, Inc., 1989. 








For More Intormation 





istrated Microsoft Excel 2.10. Plano, TX: 


Schieve, Paul L. and Jon I. Young. //lt 
Wordware Publishing, Inc., 1989. 


The Cobb Group with Craig Stinson. Running Microsoft Excel, 2nd edition. 
Redmond, WA: Microsoft Press, 1991. 


The Cobb Group: Douglas Cobb and Allen 
Microsoft Excel 3 Companion. Redmon 


McGuffey with Mark Dodge. 
d. WA: Microsoft Press, 1990. 
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Using Microsoft Excel with Networks 


In a network, several computers that are connected electronically can share data. 
If your computer ts linked with other computers on a network, you can run 
Microsoft Excel from that network and also maintain your personal preferences 
for settings such as screen colors, default printers, and printer ports. This appen- 
dix assumes that you know how to use your network software to connect to 
network drives and how to find files stored on network computers. 


Table of Contents 

Running Microsoft Excel from a Network Computer ... 699 
Using Documents on & Network ... 700 

Printing from a Network ... 701 


Running Microsoft Excel from a Network Computer 


NOTE 


NOTE 


The Microsoft Excel program files that are typically installed on your comput- 
er’s hard disk can also be installed in a network file folder. You can then run 
Microsoft Excel on any computer with access to the network folder. For 
‘information on network use restrictions, see your Microsoft Excel license 
agreement. 


su Installing Microsoft Excel on a network computer 


1 Use the Chooser to connect to the network computer where you want to install 
Microsoft Excel. 


2 Run the Microsoft Excel Installation program. When the Installation program 
asks for the name of the folder where you want lo install Microsoft Excel, 
specify a drive and folder on the network server. 


For more information on installation, see Microsoft Excel Getting Started. 


You must have read-write access to the network file folder for the Installation 
program to install Microsoft Excel on a network. For information on read-write 
access, see your network software documentation. 


mun Starting Microsoft Excel ona network 


You can run Microsoft Excel from a network drive as if it were stored on your 
own hard disk. 


You can use a folder shared on a network as your additional startup folder. This 
lets all network users have the same startup folder. Follow the procedure in 
“Specifying a Startup Folder and Document” in Chapter 16. Specify the full 
network pathname for the shared folder you want to use as your startup folder. 


1 Use the Chooser to connect to the server containing Microsoft Excel. 


2 Double-click the Microsoft Excel icon. 


a 
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Using Documents on a Network 


By running Microsoft Excel from a network, many users can share and print the 
same documents. There are several ways you can use and protect documents that 
are shared on a network. 


Using Shared Documents 

You can use a shared document on the network in the following ways: 
= Open the document with read-only access. 

= Open the document with read-write access. 


8 Crente links between your personal Microsoft Fxcel document and a shared 
Hocimenton the network. Por lifornation on liking, see "Linking Docu. 
ments,” in Chapter &. 


aun Opening a document 


With read-only access you can open a document, but you can’t edit it. In a shared 
data environment such as a network, it’s a good idea to open a document as read- 
only unless you need to edit the document. 


With read-write access, you can open a document and edit it. To prevent multiple 
users from making changes to the document at the same time, only one user at a 
time can open a document with read-write access. 


To do this procedure, you must have logged on to the network computer 
containing the document you want to use. 


1 Choose File Open. 

2 Switch to the drive and folder containing the document you want to open. 
3 In the list, select the name of the document you want to open. 
4 


To open the document with read-only access, turn on the Read Only check 
box. 


To open the document with read-write access, turn off the Read Only check 
box. 


5S Choose the Open button. 


If you try to open a document with read-write access while another user with read- 
write access is working on the document, Microsoft Excel displays a message 
saying that the document is read-only. Choose OK to open the document with 
read-only access; choose Cancel to cancel the command. Microsoft Excel also 
displays a message if you try to open a file while another user is in the process of 
opening the file. 
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Protecting Shared Documents 
Microsoft Excel can protect documents fr | 
cific data protection procedures, see “Protecting 
Chapter 16. 

There are four ways to protect a Microsoft Excel document store 


Allow only authorized users to open it Save the a : 
password, using the File Save As command. Give the password only ¢ 


authorized users. 


om unauthorized changes. For spe- 
Documents and Windows” in 


d on a network: 


Lock all the cells in the document, using 


> om editing it 
Prevent anyone fr 6 nt with a password, 


the Format Cell Protection command. Protect the docume 
using the Options Protect Document command. | 
Allow only nuthorlved teers to edit it Lock all the cells in the — 
using the borat Coll Protection commune, Mratect the meee 5h 
password, using the Options Protect Document command, Give - m oa 
only to those authorized to edit the document. You can also use nih A 
Reservation Password or the Read-Only Recommended options o 

Save As command to restrict editing to authorized users. 


Hide part of it from unauthorized users Hide cells by — the — 
width or row height for the columns or rows containing the cells “4 = wm 
Protect the document with a password, using the Options Protect sree 
command. Give the password only to those authorized to edit the document. 


Printing from a Network ees 
The procedures for printing from a network are generally the same as a 
printing procedures. If you have more than one printer set up to use wil 2 
Microsoft Excel, you can use the Chooser to specify the printer you igo ss 
You also use the File Page Setup command to change printer settings, no matte 
how many printers are set up. et, 
For information on printing and printer setup, see Chapter 15, “Printing. 
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axes See Axis 
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See also Absolute reference: Relative 
reference 


changing from = 117 

described 109, 604 
Absolute reference 

See also Relative reference 

Al notation 108 
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formula bar 80-81, 98, 101, 105 
hidden window 26, 546 
menu bar 7-8, 15-16 
windows 24-25, 546 
Active cell 
See also Cell 
data, entering 82 
defined 64 
location 63 
reference, displaying 249 
scrollingto 171 
Active window 
See also Window 
defined 21 
Actual-size view 
See also Previewing printing 
described 534 
scrolling 536-537 
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Add-in file format 
described 134 
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described 647 
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saving as 572 


macro sheets, supplied functions 
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ADD.BAR function 645 
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chart data series 438-440 
chart gridlines 467-468 
chart legends 453-454 
charttext 472-474 
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consolidating from Lotus 1-2-3 56 
consolidating source areas = 328 
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Addition operator (+) 107 
Address See Reference 
ALERT function 614 
Alignment 
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command macros 608 
custom dialog boxes 627 
footers 531-532 
General 1386 
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headers 531-532 
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Lotus 1-2-3 conversion 56 
numbers 187-188 
printed pages 528 
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text 
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procedure 186-1X8 
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Alternate menu activation key ‘15 
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AM, custom formatting symbol 185 
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See also Chan 
described 40% 
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array functions 276-277 
arrays, aulomatic sizing 278-279 
command macros 
data types, converting 605-607 
references, using as arguments 
605, 607 
starting, using parentheses 605 
custom functions 
error retum value 564, 574 
incorrect data types, testing 569 
maximum number 568 
missing, error return value 569 
optional 569 
organization 568 
requirements 564-568 
database functions 383-385 
defined 126 
nesting functions 132 
optional arguments 126 
SERIES function 446 


ARGUMENT function 564-569 
Arithmetic operators 107 
Array 


arguments, sizing 278-279 
command macros, using 607 
constant See Array formula 
custom functions 
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documenting 572 

error return value 569 


individual elements, obtaining 
569 
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Array (continued) 


range See Array range 
tables, editing 263-264 


Array formula 


array constants 
charts, plotting 280 
contents 275 
defined 268, 274 
entering 274-276 
separator characters 274 
sizing 273 
creating 280 
defined 113 
delimiters 113,270 
described 269-270 
editing 114, 272-273 
entering 113-114, 271-272, 279 
external references, using 278 
multiple results, producing 269 
particular value, finding 280 
relative references, using 278 
return functions, determining 277 
sizing 278-279 
troubleshooting 280 


Array functions 276-277 
Array range 


arguments, sizing 278-279 

array formulas, using 279-280 
clearing 274 

congruence with array formula 272 
converting to constant values 273 
described 271 

editing 272-274 

maximum size 280 

selecting 73,273 

values, extracting 280 


Arrow 


creating 237-238 
described 237 
graphic objectn See Graphic object 
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ARROW keys (continued) 
text boxes, moving in 14 
using 31 
Arrowhead = See Graphic object 
Ascending sort = See Sorting 
Asterisk (*) 
custom formatting symbol 184 
multiplication operator 107 
wildcard character 
criteria, using with 374 
database searching, using 361 
findingtext 171 
At sign (@) 
custom formatting symbol 184 


formula entry, Lotus 1-2-3 style 
119 


Attached text See Chart text 
Attribute, cell attributes, copying 150 
Auditing 
cells 
checking types 243-245 
naming 248-249 
selecting 247-250 
dependents, working with 247, 
250-251 
described 242-243 
features 657 
Info window 245-247 
names 
checking 248-249 
listing 249 
precedents and dependents, working 
with 247, 250-251 
Worksheet Auditor macro 690-691 
Auto Indent macro 687 
Auto_Open, automatic macros 618 
Auto Save macro 678-679 
Auto-sum button 66, 128 
Automatic backup files = 131-132 
Automatic calculation 


command macros, speeding up 
Hii O14 
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awitthing = NT 
Alienate tine 
at document closing = OLK-O1Y 
at document opening 618 
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Automatic macro (continued) 

bypassing 619 

creating 618-619 

event-tnggering 619-620 

features 662-664 

hidden names, using 619 

preventing document closing 619 
Automatic page breaks = 529 
Automatic saving 678-679 
Automatic sizing, arguments 278-279 


Automating routine tasks, command 
macros 591 


Axis 
adding 457-460 
category 395-396, 457, 458 
chart axes described 457 
color 465 
data series 396, 458 
defined 396,457 
deleting 460 


formatting 
pattem 465 
scaling 464 


tick marks 465-466 
horizontal 457 
labeling 458-459, 464-466 


scaling 
3-D data series axis 464 
described 461 


formatting 464 

x-axis 461-462 

y-axis 462-463, 464 

z-axis 462, 463, 464 
selecting 435-437, 461-462 


tick mark label, controlling 
458-459, 464-466 


value axis 393-394, 457, 458 
vertical 457 
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operator (+)—Built-in format 


Best Fit button =: 1.20, 192 
BIFF file format 333 
Bitmap file format 333 
Blank 


selecting 72 
son order 173, 355 


Blank cell 


See also Cell 
inserting 158-159 
selecting 72 

sort order 173, 355 


Bold button 65-66, 177 
Bold formatting 66, 177 
Border 


See also Formatting 
adding 196-197 


chart data markers, formatting 
480-489 


chart text, formatting 478-479 
color 197 

described 196-197 

graphic object, formatting 512-516 
styles 196-197 

troubleshooting 198 


Bottom border 196 
Braces ({ }) 


array constants, entering 274 
array formula delimiters 113, 270 


Brackets ({ }) 117-118 
Branching, command macros 


described 597-598 
error handling 597 


Break-even analysis 668-669 
BREAK function 599, 600, 603 
Breaking pages See Page breaking 
Break point 


defined 682-684 
macro debugger 611, 682-684 


Budget, sample 669-670 
Built-in format 


See also Formatting 
currency 84-46, 179 
luton «= WAY, 179 TO 
winders = MA 
TTT Ge 








Index 


Button 


command macros 


assigning command macros to 
584-589 


creating 586 

displaying on a worksheet = 207 

formatting button text = 177-178 
outlining 

collapse = 228, 230 

demote 66, 227, 230 

expand 230, 233 

outlining levels 240) 

jieomets fm, P27, 200 

row and column level =. 228, 231 

select visible cells 66, 227, 231 


show outline symbols 66, 
227-229 


tool bar 
alignment 66, 18% 
auto-sum 66, 12% 
bold 66,177 
italic 66,177 


Button tool 66, 584 


C 


CALC indicator See Status bar 
Calculation 


See also lteration 
automatic 
described 285-286 
switching to manual = =.287 
circular reference formula 283 
command macros 577-578 
controlling 285-292 
controlling, DDE link 312 
convergence 285 
custom functions 572 
data tables, speeding up 265, 290 
date system, effecton 90, 291 
dates, usingin 90 
default setting 191, 285 
defined 285 
displayed vs. stored values 91, 289 
divergence 285 
features 658 


rea 


Calculation (continued) 


formulas, order of evaluation 
114-115 


full precision defined 91, 292 
eration, order 284 
macro sheets 289, 571, 577-578 
manual 
as default calculation setting 
292 
described 286-247 
switching to automatic = 287 
operon See Arithmetic operators 
sipilentia Mh JUN 
order 
during iteration 284 
Lotus 1-2-3.conversion 54 
precision 91, 292 
procedures 287 
repetitive See Iteration 
selecting 287 
tables, recalculating 263, 287 
limes, using in 94 
worksheets 285, 292 


Cameratool 66, 520 
Cancel box, formula bar 81, 111 
Canceling 


actions 8,99, 118-119 
cellediting 99 

cellentnes 84 

charts, selection from all items = 4.38 
commands 8, 99, 11K-119 
custom dialog box changes 622 
data form changes 358 

drawing tool selection 502 
formulas II 

iteration 284 

marquees 146 

printtitles 530-531 

printing 540 

publishers 317-321 

startup documents 554 
subscribers 317-321 


Capitalization, database, effect 350 
Caret (4), exponentiation operator 107 
Category axis See Axis 





Category names argument, chart senes 
formulas 447 


Cell 


active cell 
data, entering 82 
defined 64 
reference, displaying 249 
scrollingto 171 
address See Reference 
aligning 
contents 187-188, 189 


with graphic objectn SOI, 
sit 414 


arruy Constants, entering 274 
array formulas, entering 272 
auditing 

Info window, using 243-247 


naming, precedent and dependent 
cells 251 
blank cells 


inserting 159 
selecting 72 
sortorder 173,355 
chart text, linking to 475-476 
clearing 
deleting, differences 160 
described 159 
procedure 97, 160 
color, changing 185 


command macros, calculating 
577-578 


comments 


See also Note 
Lotus 1-2-3 conversion 53 


comparison cell defined 167 
contents 


alignment 187-188, 189 
clearing 160 

color 185 

displaying in Info window 249 
editing 97-104 

formatting 175-186 

selecting 69-75 

types, selecting 164-165, 247 


Cell (continued) 


copying 
adding copy area to paste area 
151-152 


attributes only 150 

camera tool, using = 
combining contents 150 182 
copy area defined 44 

data to adjacent cells 148 
described =: 141-142, 150 
filling selections 149 
inserting 146 


dovten onntaltigele: wehes Thane 
i4/ 146 


marquee, canceling 146 
marquee defined 144 


names and ranges, effect 
156-157 


nonblank cells only = 153 
paste area defined 145 
procedure 99, 144- 146 
references, effect 155-156 
transposing 152-153 
troubleshooting 157-158 
visible cells only 153 
cutting See herein moving 
data, entering 79-80, 82-83 
defined 61,64 
deleting 
clearing, differences 160 
described 159 
procedure 161 
dependent cells 
defined 166, 246 
displaying 171, 245, 251 


finding, Formula Select Special 
command 166-168 


finding, Info window =—-245, 247 
displaying formulas tn 206 
editing 

canceling 99 

described 97-98 

procedure 98 

using formula bar 95-96 
entering data 79-80, 82-83 






Cell (continued) 


exporting to text file 679-680 
filling 149, 154 
finding 


comparison cell procedure 
167-169 


described 161-162 


different cells, same row of 
column 169 


Info window. using —- 243-245 
lastcell 73, 165 


precedents, dependents 


lob 167 

peewee denne 1d bit 

replacing data 16.4 104 

specific cells and contents 
164-165 

typesof 71-742 164-165 

formatting 

borders and background patterns 

196-198 


contents ‘175-186 
size 191-195 
formulas 
displaying in 125, 206 
entering references 111 
functions, entering I, 126-127 
hiding 559 
inserting 
blank cells 158-159 


cut cells between existing cells 
\44 


procedure = 44, 158-159 
last cell, finding 73, 165 
linking ranges 303 
locking 561-562 
moving 

cut area defined =142 

described 142-143 

inserting 144 

marquee defined 142 

paste area defined 142 

procedure 144 

references, effect 154-155 

troubleshooting 157 


Me Pes ot Re VS 


Button—Cell 707 


Cell (continued) 

naming 
See also Name, Naming 
command macros, using = 618 
deleung 217 
described 215-216 
multiple names, creating 217 
procedure 216 

notes See Note 

numbers, entering 84-86 

outlining, selecting visible cells 

231, 234 

picture See Picture 

precedent cells 
detined =: 100, 246 


direct precedent defined 171, 
251 

displaying 171, 245, 251 

finding, Formula Select Special 
command 166-168 

finding Info window 245, 247 


indirect precedent defined 171, 


251 


protection 


appearance differences 56! -562 


described 559 
Lotus 1-2-3. conversion 56 
removing 561 
setting 559 
range See Range 
recorder range 578, 580 
reference 
array formulas, using 268 
data table input cell 259, 262 


replacing with names 218-219 


using 108-110 
selecting 

by contents 72-73 
described 69-70 
extending selections 71 
lastcell 73 

multiple selections 70-71 
visible cells 73 
selection defined 69 








Cell (continued) 


styles 
applying 199-200 
attributes 200 
copying from another document 
202 


creating 200-202 

creating by definition 201-202 
defined 198 

deleting 205 


Normal style, redefining 
204-205 


redefining 203-204 
target «See herein dependent cells 
text 
See also Text 
entering 89-90 
size limit 89 
wrapping 91 
types, selecting 72-73, 165-166 
Cellnames See Cell; Name 
Cell pointer See Active cell 
Cell protection See Cell; Protection 
Cell reference See Cell; Reference 
Center alignment 186-188 
Centering 
cellcontents 187-188, 189 
document when printing 528 
footers 531-532 
headers 531-532 
pages 528 
Changing 
column width 93, 120, 191-192 
drives 134,430 
folders 68, 134,139, 430, 452 
reference style 117 
row height 193-194 
Chart 
See also specific chart 
3-Dcharts See 3-D chan 
areacharts 408 
array constants, using 280 
arrows See Chart arrow 
attached text defined 396 
axes See Axis 


Chart (continued) 


barcharts 408 

calculating 287 

clearing 485, 489 

closing 431-432, 442 
cluster spacing 485 

column charts 391, 409 
combination charts 409, 423 


combining with worksheets 391, 
393, 394, 518-521 


copying as picture 519 
copying data series 440 
creating 391-394, 400-407 


creating from discontinuous selection 
See herein multiple selections 


custom color palettes, creating 
554-555 


customizing 
overlay chart, adding 425 
procedures 425 
data marker See Chart data marker 
data series See Chart data series 
database, using 352 
default settings 391,412-414 
defined 391, 395 
deleting 
from disk 448-450 
from worksheet 449 § 
described 391, 395-396 
document type 20 
drop lines, selecting 437 
editing 
data 438-448 
embedded charts 393, 434 
opening charts 433-435 
selecting chart items 435-438 
embedded charts 
creating 391-392, 394, 696 
defined 391 
deleting 448, 449 
displaying 207 
editing 393,434 
hiding 207 
opening in its own window 434 
saving in its own file 427 
using 391 


Chant (continued) 
features 660-662 
fonts 477-478, 479 
formatting 408-421, 451-496 
formula See Series formula 
gridlines See Gridlines 
handles described 435 
hi-lo lines, selecting 437 
legend See Chart legend 
line charts 409 
linking 308,519 
Lotus 1-2-3 conversion 48 
menu bar See Chart menu bar 
multiple selections 
making 71, 406 
plotting 404-406 
naming guidelines 429 
objects, selecting 456 
opening 
described 433-435 
procedure 434 
updating 433 
overlay charts See Overlay chart 
picture See Picture 
picture charts 485-488 
pie charts 409 
plot area 
See also Plot area 
defined 396 
described 490-49] 
formatting 490-492 
selecting 437,492 
preferred chart 
changingto 412,413 
customizing 413 
described 391,412 
format 391 
setting 413 
printing 
described 495-496, 542 
procedure 496, 542 
sizing 528 
troubleshooting 496, 542 
protecting 430, 556-562 


Chart (continued) 
publishers, creating = 317 321 
saving 
backup file, automatic = 430 
existing charts 428-429 
firsttime 428 
procedure 427-430 
same name as worksheet 429 
xy (scatter) charts 409 
scale 396 
selecting items 
canceling 438 
classes of items 437 
compressing 405 
described 435-436 
entire chart 437 
menu commands, using 437 
plotarea 437, 492 
procedure 436, 437 
series, editing 441-444 
series formula See Series formula 
sizing 528 
source data, checking 430 
specifications 395-396 
templates 
formatting 435 
opening 435, 492 
using 551-553 
text. See Chart text 
tick mark defined 396 
tool =: 65, 394 
troubleshooting 431, 496, 542 
types 
changing 408-421 
described 408-410, 414-421 
unattached text defined 397 
“what-if” analysis 445 
xy (scatter) charts 409 
Chart Add Arrow command = 470 


Chart Add Legend command = 402, 
452-453 


Chart Add Overlay command 423, 425 
Chan area See Plot area 


Chan arrow 


adding 464-470 
deleung 469-470 
described 469 
formatting 471-472 
moving 471 
selecting 470 
sizing 471 


Chant Attach Textcommand 473 
Chart Axes command 460 

Chan Calculate Now command =247 
Chan Color Palettie command 554 
Chant data marker 


changing value 445, 480-489 
defined 395 
formatting 
borders 480, 484 
clearing 485 
color 486 
layout 482-483 
line, xy(scatter) charts 484-485 
pattems 484 
spacing 482 
picture charts 
changing 489 
clearing 489 
defined 480, 485 
stacked 487, 488-489 
stacked and scaled 487, 489 
stretched 486 
using 485-487 
replacing with picture = 488 
selecting 481 


Chart data series 


adding 438-440 

clearing 444 

combination charts, changing 424 
controlling plotting 406-407, 439 
copying from another chart 440 
copying from worksheets 439 
creating 441-442 

default plowing 406-407 
defined 392, 396 

deleting 444 

editing 441-442 


CeltChart text 


Chart data series (continued) 
formatting 411 
plotting 406-407, 439 
selecting 437 
series formula 404, 441-444 
specifying by worksheet selection 

439 
Chart Delete Arrow command = 472 


Chart Delete Legend command 452, 
453 


Chan Delete Overlay command 425 
Chan Edit Series command 406, 426, 
44|-442 
Chan Edit Series dialog box 447-448 
Chart Full Menus command = 9-10 
Chart Gridlines command 468 
Chan legend 
adding 453-454 
defined 396, 452 
deleting 453-454 
displaying 452 
formatting 455-456 
moving 454-455 
selecting 436,454 
text, formatting 456 
Chart menu bar 
commands 5 
described 15 
Chart object 
See also specific object 
selecting 456 
Chant Protect Document command 
430, 560, 561] 
Chart Select Chart command 438, 477 


Chart Select Plot Areacommand 438, 
492 


Chan Short Menus command = 9-10 
Chart text 
adding 
attached text 472-474 
unattached text 474 
aligning 477-479 
attached text 
adding 473-474 
defined 396,472 





as 








Chari teat (continued) 
borders 479 
defined 396,472 
deleting 475 
editing 477 
formatting 


alignment, orientation 478-479 
borders, patterns 479 
described 477 
font 477-478, 480 
linking to worksheet cell 475-476 
selecting 437-438, 474-475 
pinattached text 
adding 474 
defined 396,472 
Chart tool 66, 394 
Charttypes 408-410, 414-421 
Check box defined 11 


Check mark, adding to, removing from 
commands 640-641 


CHECK.COMMAND function 
640-641 


Choose defined xii 

Circle 
See also Graphic object 
described 65, 499-502 

Circular reference 
convergence defined 285 
defined 283 
livergene defined = 24 
filing = dad 
Hteralion = See eration 
solving 283-285, 292 


Clearcommand See Edit Clear 
command 


Clearing 

See also Deleting 

array ranges 274 

cells, procedure 97, 159-160 

chart data markers 
formatting 485 
picture chart 489 

chart data series 444 

charts 485, 489 

defined 159 

deleting, differences 160 


Clearing (continued) 
formatting 162 
notes 160 
outline 229 
table values 264 


tables 264 
Clipboard 
described 141 


displaying contents 333 
exchanging data 


copying from Microsoft Excel 
332 


copying to Microsoft Excel 
332-333 


described 331 
exchanging graphics 
copying from Microsoft Excel 
$22 
copying to Microsoft Excel 522 
formats supported 333, 665 


formula bar, pasting characters from 
Clipboard in 97 


Close command See File Close All 
command; File Close command 


Closing 

all open files 137 

charts 431-432, 442 

data form 359 

DDE channel 340 

documents 

preventing clue ty 
puen cline 149 140), 441 

Info window 247 

menus 9 

online Help 19 

preview window 538-539 

windows 137 

worksheets 137 
Code resource library 649-659 
Collapse button 227-228 
Collapsing outline level 230 
Collating See Sorting 
College expense planning, sample 670 
Colon (:), range operator 108, 223 


Color 
border 197 


button text, formatting 587-588 
cell contents, changing 185 
chartaxis 465 

chart data markers 484 

chart legends 456 

chart plot area 490 

charttext 477-478 

column headings 206 

custom formatting symbols 185 
custom number formats, using 555 
gridlines, setting 206 


headings 206 

number formatting 182-183 

object, copying to new document 
555 


pictures, copying to external 
applications 523 


row headings 206 
text boxes 236-237 


Color editing dialog box, custom color 
palettes 554 


Color palette, customizing See Custom 
color palette 


Column 
blank, plotting charts 404-406 
changing width See herein width, 
changing 
charting 401-403 
crpryling, (rarer = 42 E44 
deleting 
described 159 
Lotus 1-2-3 conversion 44 


entries too wide, displaying 93, 
120, 192 


finding different cells 169 
headings 

color 207 
described 64 
displaying 206-207 
hiding 193, 206, 234 
printing 527-528 
hiding 192-194, 206, 234 
inserting 

described 158-159 
Lotus 1-2-3 conversion 44 


—_— 


Column (continued) 
macro recording, multiple columns 
580 
maximum number 61 
muluple columns 
pasting 152-153 
selecting 75 
widths, setting 93, 120, 192 
outlining 
column level bar 228 
column level button = =228-231 
demoting 227, 229-230 
displaying symbols 229 
hiding 233 
promoting 227, 230 
print titles 
canceling 531 
setting 530-531 
range names, references 222 
selecting 75, 161 
series 
entering in multiple columns 
255-256 
entering in single column =. 255 
sorting 353-354 
titles, freezing 78,212 
transposing 152-153 
unhiding 193, 233 


width 
heat tin = 943, 120, 192 
phiatiplng ee ered wlth 
changing 


database, sizing 352-353 

font size, effect 200 

formula results too wide —- 120 

handles, displaying 540 

Lotus 1-2-3. conversion 45 

maximum 195 

standard described = 195 

troubleshooting 93, 195 
width, changing 

best fit 93, 120, 192 

described 191-193 

Lotus 1-2-3 conversion 45 
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Column chart 
See also Chan 


described 391, 409 
COLUMN tunction =276, 567 
Column heading See Column 
COLUMNS function 276, 569 
Combination chart 

See also Chart; Overlay chan 

creating 409, 423-425 

data series, changing 426 

defined 422 

formatting 425 

new chart, changingto 424 


Combining charts, macro sheets, 
worksheets 518-521 


Combining criteria) 375-377 
Combining graphic objects 501 
Comma (,) 
array constants, separator character 
274 
custom formatting symbol — 184 
union operator 107 


Comma separated values file format 
334 


Command 
See also specific command 
adding, command table 638-639 
button 11 
canceling 8%, 99, LIR-119 
carrying out 7-8 
cHinengting Felt tiv eeeieeiel Gedy 
Chee bh tntehe, eligi, bol ie 
custom command — 640 6-41 
choosing 
ARROW keys =15 
keyboard procedure 8, 15 
menu key, changing 15 
mouse procedure = 7 
procedure 7-8 
tips 15-16 


custom commands See Custom 
command 


deleting 641 
dialog box 6 
dimmed commands 6 








Chart text Command macro #AM 


Command (continued) 
locating 5 
renaming 639-640 


repeating 9, 102 


shified commands 8&8 
undoing 8-9 
workgroups, table of commands 
296-298 
Command button 11 
COMMAND key combinations 31-34 
Command macro 
add-in macros See Add-in macro 
alignment 608 


arguments, data types, converting 
605-607 


arrays, using 607 

assigning to button, graphic object 
adding buttons 584-586 
changing 587 

creating 586 

described 584-585 
invisible object 589 
macro not found error 589 
positioning, sizing 508-509 
procedure 586 
shortcut keys 589 
textalignment 588 
text formatting 587-588 
troubleshooting 589 
audience, determining 592 
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branching 

described 597-598 
error handling 597 
GOTO function 597 

IF function 598 
calculating procedure 577-578 
cell names, using 608 
cells, calculating 578 
comments 581, 608-609 


conditional branching See herein 
branching 


consolidating with 330 
control macro, using 593 
creating 578-582, 591-594 








Command macro (continued) 


custom dialog boxes 
initial values, setting 630 
passing parameters 630 
running 621 
using 628-637 
DDE, using 337-340 
debugging 611, 681-684 
defined 575 
designing 591-594, 616-617 
dialog boxes, creating 596, 
620-628 
documenting 608 


dynamic dialog boxes, using 
635-636 


editing 584 
errorhandling 593-594 
error messages, creating 609 
event-triggering 619-620 
examples 591 

features 662-664 
formatting = 60K 

wetileng timer lapel = OUT Ot. 


graphic objects with assigned macros 
507, 514, 584-589 


hidden names, using 224 
indenting 687 

international 651-652 
interrupting 610 

looping 598-601, 603 

macro debugger. using = 61 | 
macro function defined 57% 

macro sheet, opening = 570), 575-578 
menu, plucingon 583 


moving, relative references, using 
607 


names 
hidden 224, 623 
pasting 603 


using 224,596 
naming 595, 596, 608 
notes 608 
opening existing macro sheet =—577 
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Command macro (continued) 


planning 
procedure 591-594 
structured programming 
techniques 593 
range 
defining 50 
message 582 
multiple columns 580 
recorder range defined 578, 580 
recording 
editing 579 
partial 596 
pausing 578 
planning 579 
procedure 577-578 
range, determining 580 
references 
converting to values = 605-606 
displaying 607 
style, changing 581-582 
removing Indenting = O47 
TULL 
automatically 583 
clicking button or object 583 
described 582 
macro sheet, opening 577 
procedure 582-583 
sheet See Macro sheet 
shoricut keys 
assigning 581, 589, 594, 596 
conflicts 581 
simplicity 603 
slowing down 614 
speeding up =. 613-6 14 
starting 
from another command macro 
602-603 
recursive self-start 603 
stopping 596 
subroutine macros, using 593, 617 
templates, using as = 551 
lesting 583, 609-613 
text, skipping 608 
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Command macro (continued) 
troubleshooting 583-589 


unconditional branching See 
GOTO function 


uses 591-592 
values, displaying 578 


workspace file, opening 547, 
548-549 


writing 581, 594-596 
Command table, creating 638 
Command Window utility 688 
Commenting 

See also Note 

command macros 581, 608-609 

custom functions 572 

Lotus 1-2-3 conversion 53 

worksheets 234-235 
Compare value 

ascending order 268 

lookup tables 268-269 
Comparison cell 

See alvo Cell 

defined = 107 
Comparison criterla See Criteria 
Comparison operator 

criteria, using with 361, 373 

database searching 359-362 

described 107-108, 361-373 
Computed criteria See Criteria 
Computed field 348, 374-375 
Concatenation operator (&) = 107 
Configuring printer See Printer 
CONSOLIDATE function 276 
Consolidating 

by category 326-327, 330 

by position 327 

command macros, using 330 

defined 324 

destination areas described 325 

functions, using 326 

linking to source data 327 

Lotus 1-2-3 329 

names, using 329 

procedure 326-328 
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Consolidating (continued | 


source areas 

adding 328 

deleting 328 

described 325 

editing references 328 
troubleshooting 330 
undoing 327 

wildcard characters, using 329 


Constant, array See Array formula 


Constant value 


See also Date; Number, Time 
array ranges, converting 273 
defined 79 

displaying 80 

entering into worksheet = 80 
error values, entering as 92 
formats 84-86 

logical values, entering a» 92 
Lotus 1-2-3 conversion 53-56 
naming 223 

eelecting 72, 40 

lable values, converting = 204 


types 79 


Context-sensitive Help 17, 646 
CONTROL key combinations 31-34 
Control macro See Command macro 
Conventions for documentation 


xil-xa 


Convergence See Iteration 


Converting Lotus 1-2-3 42-58 
Converting operand values 116-117 
Copy area defined = 144 


Copying 
cells 
adding copy area to paste area 
151-152 


as pictures 516-519 
attributes only 150 

between documents 296 
camera tool, using 66 
combining contents 150-152 
contents 99, 144-146 

data to adjacent cells 148 


Copying (continued) 


cells (continued) 


described 141-142, 150 

filling selections 149 

formats 150 

into multiple selecuon =—-147- 148 
multiple paste areas 147-148 


names and ranges, effect 
156-157 


nonblank cells only 153 
paste area defined = 145 
procedure 99, 144-146 
references, effect 155-156 
transposing 152-153 
troubleshooting 157-158 
visible cells only 153 
characters in formula bar = =149 
charts, as pictures = 519 
columns, transposing = 152-153 
custom color palettes 556 
data, Lotus 1-2-3 43 
dinlog boxes fo macro sheets 628 
Ternnneabae Loan, cenpny beng «Terratec teers 
14¥ 
formulas to multiple cells 148-149 
from Microsoft Excel 335 
graphic objects 510, 512, 522 
Lotus 1-2-3 conversion 43 
pasting multiple copies 147-148 
references, effecton 155-156 
rows, transposing 152-153 
styles from another document 202 
to Microsoft Excel 334-335 
values 151-152 


workgroup data 296 


Creating 


See also specific subject 

add-in functions 128, 572, 647-648 
array formulas 280 

backup files 131-132, 429 

borders 196-198 

chart series formulas 446-448 
charts 391-394, 400-407 


command macros 578-582, 
§91-594 


criteriaranges 371-373 
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Command macro—Criteria (AK 


Creating (continued) 


custom applications 615, 618-620 
custom color palettes 554-556 
custom commands 637-642 
custom data form 365-368, 628 
custom dialog boxes 620-628 
custom formats 180-183 
custom functions 128, 570-572 
custom Help 368, 646 
custom menus 643-644 
data forms 356-358 
databases 350-352 
dynamic dialog boxes 635-636 
footers 531-532 
formulas 107-108, 110-111 
headers 531-532 
international macro sheets 651-654 
links 299-317 
macro sheets 575-578 
multiple selections 77-78, 373, 
404-407 
notes 234-242 
number formata 44 KO, 17K 12 
wullines = 224-229 
overlay charts 424-427 
password 557 
picture charts 485-489 
publishers 317-321 
range names, Lotus |-2-3 45 
records in databases 3497, 349, 
350 
startup folder 549-550 
styles 194-195, 200-202 
subscribers 317-321 
tables 257-266 
templates 551-553 
textboxes 235-236, 499 
workgroups 294-295 
worksheets 61-62 
workspace files 69, 544-549 
xy (scatter) charis 398 


Criteria 


combining 375-377 
comparison criteria 371-378 


comparison operators, using 361, 
373 








atm index 





Criteria (continued) 
computed criteria 371-378 
defined 360, 369, 371 


defining on separate worksheets 
378 


entering 369, 373-375 
naming 372, 378 
random sampling 378 
range 266, 369-375, 384-385 
types 371 

CSV file format 333 


CTRL key See CONTROL key 
combinations 


Currency formatting 84-86, 179 


Currency symbol, international macro 
sheets 653 


Current cell See Active cell 
Cursor See Insertion point 
Custom application 


command macros See Command 
macro 


creating 615, 618-620 


custom dataform See Custom data 
form 


designing 616-617 

dialog boxes, drawing 620-624 

menus, drawing 616, 642-648 
Custom color palette 554-556 
Custom command 

adding to menus 637-639 

check marks, changing 640-641 

command table, creating 63% 

creating 637-642 

deleting 641 

disabling/enabling 640 

international macro sheets, using 


654 

renaming 639-640 
Custom data form 

creating 365-368, 62% 
customizing Help 368 
database, defining 36% 
described 365-366 
edit boxes 365 
fields 366 

name, defining 368 
procedure 367 


Static text 365 


Custom dialog box 
adding tems = 620-621 
aligning 627 
aulomatic sizing, canceling 622 
changing, canceling 622 
copying to macro sheet 624 
creating 620-628 
custom data forms, creating 366 
custom forms 629 
defaults, specifying 637 
definition table 
descnbed 629-630 
manual creation 638 
naming, formatting 638 
deleting items 622 
dialog box definition, defined 621 
displaying 626 
dynamic dialog boxes 636 
groups 623 
initial values, setting 630 
items described 630-634 
keyboard, using 637 
location, changing 626-627 
maximum contents 627 
movable, creating 628 
moving items 622,626 
number formats 627 
position, measuring 627 
procedures 621-623 
returned values, using 630 
selecting items 621-622 
sizing items 622-623 


using with command macros 621, 
628-637 


Custom format 180-183 
Custom function 


add-in functions 
differences 574 
saving as 572 

arguments 
errorreturn value 564, 574 
incorrect data types, testing 569 
maximum number 568 


missing, error return value 569 


Custom function ( ominued) 


arguments (continued) 
optional 569 
organization 568 
requirements 564-568 
arrays 
calculating 572 
documenting 572 
error return value 569 


individual elements, obtaining 
569 


individual values, changing 569 


required for multiple values 
569 


size adequacy, testing 569 
size limit 568-569 
using 276-280, 567-569 


code resource, registration as 649, 
650 


commenting 572 

creating 128, 570-572 

data types 
specifying 564, 566-567 
testing 569 

defined 563 

deleting 574 

designing 563 

documenting 572 

entering 573 

errors, returning useful values 569 


examples 564 
features 662-664 
formulas 


calculating 570 

designing 566 

entering 573 

incorrect values, testing 568 
input errors, anticipating 568-569 
listing 128 
name display, finding 574 
naming 571 
opening at startup 574 
passing references 566 
results 

data types, specifying 566-567 
error retum value 567 


Custom funchion (continued) 
troubleshooung 574 
using 126-128, 573 

Custom Help 368, 646 

Custom menu 
creating 643-644 
deleting 644 
disabling 644 
menu table 643-644 
renaming 644 


Custom menu bar 


adding 644 
creating 645 
deleting 646 


displaying 646-647 

Custom number, date, or ime format 
creating 180-183 
custom colors, using 555 
deleting 183 
listing 183-185 
procedure 180-183 

Cutting See Edit Cut command 


D 


Data 
See also specific type 
alphabetizing See Sorting 
cells,entering See herein entering 
consolidating See Consolidating 
editing 110 
entering 
procedure 79-80, K2-83, 90-92 
troubleshooting 93-94 


exchanging with other applications 
331-336, 664 


exporting 331-336, 679-680 

extracting 381-384 

finding 162-17) 

form See Data form 

formatting See Formatting 

importing 331-336, 679-680 

international macro sheets 654 

Lotus 1-2-3 See Exporting: 
Importing 

markers See Chart data marker 


Data (continued) 


modes described — 103-104 
moving 141-144 
multiple worksheets, entering = 90) 
outhning 233-234 
runge, entering 82-43 
replacing 163-164 
senes See Chart data senes 
sorting See Sorting 
tables See Table 
types, error handling command 
macros 595 
workgroups 295-296 
Data Consolidate command = 325-327 


Data Delete command 143, 372, 
3K4-385 


Data Exit Find command =. 379 
Data Extractcommand 372, 381, 382 
Data Fill See Data Series command 
Data Find command = 372, 379 
Data form 
adding records 359 
changes, canceling 358 
closing 359 
comparison criteria, using 361 
creating 356-358 
crilena 
defined 359, 360 
specifying 359-363 
custom See Custom data form 
database, viewing 358 
defined 356 
deleting records 362-363 


deleting specific records = 359, 
362-363 


described 356-358 

display 357-358 

editing 358-359, 363-364 
effect on database = 356 

field name defined = 357 

fields 357 

finding records 359-362, 363-364 
moving in 359 

multiple records, searching 364 
organization 357-358 

parts 357-358 
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Criteria—Database 





Data form (continued) 
records 
deleting 359, 362-363 
editing 358-359 
finding 359-362, 364 
viewing 356 
restoring changes = 358 


searching for specific records 
359-364 


simplifying 368 
size limitation 356 
troubleshooting 365 
using 356-365 
Data Form command = 357-359, 362 
Data Form dialog box 
descnbed 356-358 
editing 363-364 
Data marker See Chart data marker 
Duta Parse command 333, 336 
/Data Query Criterion See Data Set 
Criteria command 
/Data Query Delete See Data Delete 
command 


/Data Query Extract See Data Extract 
command 


/Data Query Input See Data Set 
Database command 


Data series See Chart data senes 
Data series axis See Axis 
Data Series command 93, 253-256 


Data Set Criteriacommand 370, 372. 
373, 382 


Data Set Database command 349, 350, 
370, 382 


Data Set Extract command = 370, 382 
Data Sortcommand = 171, 352, 353 
Data Sort dialog box = 172 
Datatable See Table 
Data Table command =. 260-265 
Datatype 605-606 
Database 
adding records 359 
changes 
canceling 359 
restoring 358 
characters, searching for 359-364 


















Dratalemned (reorieiniest) 
charts, using 352 


comparison operators, using 361, 
373 


computed fields 348, 371, 374-377 
creating 350-352 
criteria See Criteria 
data form, using, effect 356 
defined 347 
defining 350 
deleting records 
using criteria 
using data form 
described 347-348 
designing 349 
editing 351, 358-359 
extractrange See Extract range 
extracting data 381-384 
features 658 
fieldnames See Field name 
fields See Field 
finding records 
using criteria 369-378 
using dataform 359-364 
formatting 351 
formulas, using 350, 371, 374-378 
functions 386-387 
importing 340 
large, working with 352 
Lotus 1-2-3 conversion 55 


matching records 
finding records 


369-378, 384-385 
359-363 


See herein 


multiple databases on single 
worksheet 351 


printing 352 

random sampling 378 
range See Range 
records See Record 
size 349 

sortikey See Sort key 
sorting See Sorting 


summarizing data 
extracting data 


totals, summarizing with data tables 
265-266 


wildcard characters, using 


See herein 


361, 374 


see 2k sath a 


vn t 


Lute 


YOO vs, 1904 dute system = 88, 91, 
291 


calculating with = BB 
BO-KY, 94 
footer, date inclusion 532 
formatting 

assigning 89, 180-183 

built-in formats 86-89, 179-180 
180-183 
default settings 87 


entering 


custom formats 


Lotus |-2-3 conversion 55 
89, 180 
troubleshooting 93-94 
unrecognized formats 94 
header, date inclusion 532 
inserting automatically 100 
serialnumbers 88,91, 291 
series See Date series 
symbols 8&7, 182, 185 


procedure 


system 
1900 vs. 1904 
changing 291 
default settings 291 
described 91, 291 
troubleshooting 93-94 
Date series 93,254 
Date system See Date 
DAVERAGE function 386 
DBF2 format 133 
DBF3 format 133 
DBF4 format 133 
DCOUNT function 386, 387 
DCOUNTA function 386, 387 
DDE (Dynamic Data Exchange) 
calculations, controlling 312 
closing achannel 340 


commands from other applications 


88, 91, 291 


340 
controlling access 314-315 
described 337-338 


graphic objects, importing 522 
information items 339 
opening achannel 338 
requesting information 339 
sending data 339 


DDE (Dynamis Date Bavhange) 
(continued) 


system software version 7.0, using 


32) 
updating 311-314 
Debugging 
debug points 
defined 682 


removing 683 
setting 682-683 
macros 611, 681-684 


Decimal places, fixed, specifying 102, 
179, 184 


Default See specific subject 
Defined terms, online Help 19 
Defining 
copy areas 144 
criteria ranges 
databases 347 
extractranges 370, 382 
names 215-224 
DELETE.BAR function 646 
DELETE.COMMAND function 642 


DELETE.MENU function 644 
Deleting 


370, 372, 377 


See also Clearing 
arcs 517 
arrows 517 
cellnames 217 
cells 160-161 
charts 
arrows 469-470 
as separate documents 451 
axes 460 
data series 444 
embedded charts 448, 449 
from disk 448-450 
gridiines 468 
legends 453-454 
overlay charts 426 
text 475 
clearing, differences 161 
columns 159 
commands from menus 641 
custom dialog box group items 623 


Low la cinng fe creererttewed) 
custom dialog box Hems 622 
custom formats — 183 
custom functions $74 
custom menu bars 646 
custom menus 644 
datasenes 444 
database records 
369-378, 384-385 
359-363 


using cnilena 

using data form 
defined 159 
documents 138-139 
embedded objects 323 
files 137-139 
formula bar contents 99 
glossary entries 681 
graphic objects 517 
Info window information 245 
links 316 
Lotus 1-2-3 conversion 44 
manual page breaks 530 
matching records 384-385 
names 217, 686 
notes 241 
number formats — 187 
outlining 229 
overlay charts 426 
page breaks 530 
password protection 559 
printarea 540 
§30-531 
printing margins 540 


print titles 


records See herein database records 
rectangles 517 

remote reference formulas 316 
rows 44, 160 

saving before deleting =| 36 

sheets from a workgroup — 294-295 
source areas = 328 

styles 205 

tables 264 

templates 553 

text boxes 238 


worksheets 138-139 


Demate button 65, 227 
Demoting tn outlining 229-240 


See Cell 
See Linking 


Dependent cells 


Dependent worksheet 


Descending sort order 171. 173, 383, 
4S4 
DGET function 386. 387 


Dialog box 
See also Custom dialog box 
active area = 10 
Cancel button =10 
check box =: 10, 1 
command button = 10, 11 
contents 6, 10-11 
custom dialog box See Custom 

dialog box 

described 6, 10-11 
described for Lotus 1-2-3 users 
dimmed options = 10 
drop-down list. 10-11 
listbox = 10-11 
moving in 12 
OK bution ‘10-11 
option button —10- I 
options, selecting 10-13 
scrolling = 13 
textbox =:10-11 

Dialog Editor 


custom data forms, creating 
365-368, 628 


custom dialog boxes, creating 
620-628 
described 31, 620 
dialog box definition 621 
editing custom dialog boxes 
625-627 
quitting 625 
starting 621 
DIALOG.BOX function 626 
DIF format 133 
Dimmed commands = 6 
Dimmed dialog box options — 10 
171, 251 
Direct precedents 171. 251 
Direction keys See ARROW keys; 
Movement keys 


Direct dependents 


49 


Discontinuous selection 


Database—Displaying 





See Multiple 


ov lou tiint 
Disk, saving disk space = 141-142 
Displaying 
Al reference style = 109 
cells 
dependent cells = 171. 245, 251 
formulas in 125, 206 
Info window 243-245 
number formats 179 
precedent cells 171, 245, 251 


charts 
data markers 480 
legends 451 
procedure 394 
series formulas 442 
Clipboard contents 333 
206-207 
custom dialog box 626 


column headings 


custom menu bars 646-647 
defined terms in online Help 19 
dependent cells 171, 245, 251 
documents 22 

drop lines 438 


entries too wide for column 93, 
120, 192 
formula bar 81, 104, 548 
formulas 
in Info window 245 
119, 206 


results too wide 120 


in worksheet cells 


fullmenus 9-10 
graphic objects 206-207 
headings 206 
Helptopics 17-19 
hidden columns = =193 
hidden rows 194-195 
hidden windows 26, 546 
243-245 


linked pictures = 521 


Info window 


linked worksheet data 305-306, 


314 
menu bar 645-646 


messages 614 


; - 
names in Info window 244, 249 





Displaying (continued) 


Document (continued) 


notes closing 139-140, 431,619 
in Info window 245, 248, 252 colored objects, copying between 
in worksheets 240) documents 558 
numbers 84-85, 187 custom color palettes, copying 
open documents 26 between documents 557 
options 207 deleting 138-139 
outline buttons 207, 229 deleting password protection 561 
outline levels 231 dependent See Linking 
outline symbols 207, 229 displaying 22 
page breaks 207 exchanging data with other 


applications See Exchanging data 

exporting 334-336 
formatting See Formatting 
hiding window 26, 546 
importing 334-336 
linking See Linking 
listing of recent files 68 
nonin =F 4 aD 
betwen lem utietite 

opening 6%, 701 

protecting 702 


precedent cells 171, 245, 251 
printing margins 537 
RICI reference style 117 
references 115-116, 117 
row headings 206 
scientific notation &5, 180 
aeroll burs =, $40 447 
aerles furtnilas = ddd dat 
shortmenus 9-10) 
status bar 64, 545 
toolbar 65, 502, 546-547 
values 


data markers 480 opening 
incells 288 as a workgroup 293-295 


Info window 244 automatic 69, 549-550, 619 
macro sheets 578, 612 existing 67-69 

worksheets 206-207 Lotus 1-2-3 worksheets 57 
zero values 206 network documents 68, 70 


windows 26, 209, 547 pant uokin 
workgroup, all sheets 295-296 a ee. OCS 
worksheet gridlines = 206 
worksheets 61, 206, 210 
workspace 546-547 


sharing 701 


recent worksheets 68 
with password protection 560 
workspace file 545 


zero values 206 password protection 560-562 
#DIVO/! error value 122 previewing See Previewing 
printing 


Divergence See Iteration 
Division operator (/) 107 
DMAX function 386 
DMIN function 386 


printing 538-540 
protection See Protection 
read-only status 559 


Document =e ? a a 
savi 30, 42 
See also Chart; File; Macro sheet; ne ae ‘ ti 652 
Worksheet saving as workspace file 545, 547, 


om 548 
access privileges, passwords 560 


automatic macros 618 


Document (continued) 
saving in other formats 333 


saving settings for workspace file 
548 


scrolling 69 


startup document See Startup 
document 


summarizing. macro 679 
supporting See Linking 
templates 551-553 
types 20 
workspace file, opening 548 
zooming 534 
Document Summary macro 679 
Document window See Window 
Documenting data sources 234-24] 
Dollar format 85 


Dollar sign ($), currency formatting 
179 


Lot, cell mete marker = =—-2.89 
DOWN ARROW key 30 
DPRODUCT function 386 
Dragging graphic objects 510 
Drawing graphic objects 501, 502 
Drive 68, 134, 139, 430, 452 
Drop-down list defined 10-11 
Drop line 438 

DSTDEV function 386 
DSTDEVP function 386 
DSUM function 386 

DVAR function 386 

DVARP function 386 


Dynamic Data Exchange See DDE 
(Dynamic Data Exchange) 


Dynamic dialog box 

creating 635-636 

defined 635 

option button groups 636 

triggers 
defined 635 
nontriggerable items 637 
using 636 


ECHO function 614 
Edit box, custom data form 366 


Edit Clear command 97, 160, 264, 274. 


626 


Edit Copy command = 97, 144, 149, 332, 


439 
Edit Copy Picture command = 332, 518 


Edit Create Publisher command 
317-321 


Edit Cutcommand 97, 142, 149, 161 

Edit Delete command 161 

Edit Fill Down command = 149 

Edit Fill Leftcommand 149 

Edit Fill Rightcommand = 149 

Edit Fill Up command = 149 

Edit Fill Workgroup command = 148, 
26 

Pll Teveert cenrnerianel ‘i 

Edit Insert Paste command = 142, 144, 
145, 146, 147 

Edit mode described 96, 103-104 


Edit Paste command 97, 142, 144-145, 


149, 332, 439 
Edit Paste Link command 158, 303, 
310, 311, 524 


Edit Paste Picture command 332 


Edit Paste Picture Link command 303, 


522 


Edit Paste Special command 92, 135, 
145, 150, 153, 440 


Edit Redo command 9 
Edit Repeatcommand 9, 97, 100, 141 
Edit Select Dialog command 625, 627 
Edit Undo command = 8-9, 97, 99, 141 
Edit Undo Paste command — 157 
Edit Undo Sortcommand — 172, 354 
Editing 

array formulas 114, 272-273 

array range 272-274 

cells 95-104 

charitext 479 


Editing (continued) 


charts 
data series 441-442 
described 438-448 
embedded 393,434 
senes formulas 443-444 
command macros 584 
data 95-104 
data form 358-359, 363-364 
data ina workgroup 295-296 
dataseries 441-442 
database records 351, 358-359 
dialog boxes 626 
embedded charts 393, 434 
features 657 
formulas, using names =. 218 
multiple worksheets 101, 293-298 
records, data form, using 458 
repeating = 97 100 
tibiles 204 260A 
templates $52-553 
textboxes 14, 236 
undoing 99-100 
worksheets 
described 95 
procedure 95-104 


Edition, subscribing to =. 317-321 
Elevation, 3-D chart, formatting 493 
Ellipsis (...) 6, 10, 31 

ELSE.IF function 599 

Embedded chart See Chart 
Embedded object See Embedding 
Embedding 


charts See Chan 

defined 321 

deleting 323 

editing 393 

encapsulated defined 321 

from Microsoft Excel 322 
objects 321-323 

opening embedded objects 323 
to Microsoft Excel 323 


ENABLE.COMMAND function 641 
Enter box. formula bar 81, 105 
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ENTER key 30 
Enter mode 96, 103-104 
Entenng 


See also Formula bar; Workgroup 
array formulas 113-114 
constants 79 

data 79-80, 82-83, 90-92 

data inacellorrange 82-83 


data in more than one sheet al a ume 
293-298 


dates 86-89 

formulas 105-125 

fractions 92,93 

logical values, as constants 92 
numbers 84-86 

numbers as text 89 


numbers with numeric keypad 
102-103 


references, RIC} style 117-118 
ext = 49-00, 116 
tines = WO KY 


Equal sign (=) 


comparison operator 107 
formula initiation 106, 110 


Erasing See Clearing: Deleting 
Error, finding 243 

ERROR function 595 

Error handling, command macros 


593-594 


Error message 


command macros, creating 613 
custom functions, creating 569 
functions 129 


Error value 


array constants, using 278 
column width too narrow 98 


command macros, arguments, 
converting 607 


custom functions 564 
described 121-125 
entering as constants 92 
formulas, using in 92 
Lotus 1-2-3 conversion 54 


returned by array functions 281 
sorting order 173, 355 


| 
| 





ESC key 30 
Event-triggering for macro 69 | 
Exchanging data 

See also Clipboard, DDE (Dynamic 

Data Exchange); Exporting: 
Importing 

described 334-336 

parsing  =V\6 

feat Tile 145 

with other applications 35-3. 
Exitcommand See File Quit command 
Exiting See specific subject, Quitting 
Expand button 228, 230, 242 
Expanding outline levels 228, 230, 233 
Exponentiation operator (*) = 107 
Exporting 

See also Importing 

databases 336 

documents 334-336 

graphic objects 524 

Lotus 1-2-3 conversion 58 


pictures, external applications 
522-524 


Extend mode 153 
Extending selection 
Extemal reference 


75, 78, 103 


See also External reference formula; 
Linking 

array formulas, using 278 

command macros, speeding up 615 

defined 108, 300, 302 


finding 170 
formula See External reference 
formula 


freezing values 315 

Lotus |-2-3 conversion 54 

supporting data, displaying 314 
Extemal reference formula 

See also Linking 

defined 293 

deleting 315-316 

example 301 

freezing values 314 

functions, using 303-304 

syntax 301-302 


Extract range 


creating 


defining 


383 
371, 383-384 


extracting data 383 


extracting records from an external 
database 385 
field names, creating 386 


formulas, records mS 


lomokuypy table Kt 
naming 381 
placing 386 


procedure 384 
Extracting records 383 


BR 


Fl key 
F2 key 
F3 key 
F4 key 
FS key 
F6 key 
F7 key 
F8 key 
FY key 
FIO key 
Fll key 
F1l2 key 
Features 
Field 


34 
34 
34 
34 
34 
35 
35 
35 
35 


35 
35 
35 
655-665 


computed criteria, valid names 
374-375 


computed field 


creating 


custom data form, types 
data form 
editing, data form 
name 


See Computed field 
349 

365-368 
357-358 

358-359 


See Field name 


Field name 


data form 


defined 
extract range 

creating 381-382 

matching database names 381 


length 


location 


357 
348 


350 
349 


restrictions 349-350 


Field with text box, dataform 357 
File 

See also Document 

backup files 131-132, 429 

closing 137,432 

deleting 137-139 

crusing. Lotus }-2-3. conversion 49 


eternal applications, lypes supported 


formats 
Lotus 1-2-3 53 


types supported 
664-665 


opening, Lotus | -2-3 conversion 

47 
printing 539-542 
protecting See Protection 
saving, Lotus 1-2-3 conversion 47 
startup files See Startup document 
workspace See Workspace file 


132-133, 333, 


File Close Allcommand 137, 432 
File Close command 137, 431 

File Delete command 138, 451, 553 
File Delete dialog box 138, 451, 553 


/File Erase See File Delete command 


File functions macro sheet, supplied 
functions 679 


[File Import See File Open command 
File Links command 317-321 

[File List See File Open command 
File New command 62, 553 

File New dialog box 553 


File Open command = 67, 139, 433, 435, 
557 


File Open dialog box 133, 551-557 
File Page Setup command 527, 528 
File Page Setup dialog box 528 

File Printcommand 213, 539-540 

File Print Preview command 534 

File Quitcommand 550 

/File Retrieve See File Open command 


/File Save See File Save As command 


File Save Ascommand = _-133, 137, 140, 
429 
File Save command 133, 429 


[File Save Replace See File Save 
command 


File Save Workspace command — 69. 
548 


FILES function 277 

Fill format 186 

Filling See Cell; Edit Fill commands 
Find Next button 164 


Finding 
asterisk 169 
cella 
active cell = 171 
comparison cell procedure 
167-169 
described 161-162 


dependent cells 166-167 
different cells, same row or 
column = 169 
Info window 243-245 
lastcell 165 
precedent cells —166- 167 
162-163 
163-164 
specific cells and contents 
164-165 
types of 71-72, 164-165 
comparison operators 359-362 
data 162 
database records 359-364, 379-381 
external references 170 


procedure 
replacing data 


formulas 252 
information in this book —1X-x1 
keyboard shortcuts 170 
question mark = -169 
reverse order 377 
supporting data for linked data 316 
text 169 
values by comparison 170 
wildcard characters, using 169 
Flat File macro 679 
Folder 
changing 68, 134, 139, 430, 452 
managing linked documents 
306-307 
startup folder 553-554 
Font 
button text, formatting 587 
cell entries, formatting 178 


Font (continued) 
chart text, formatting 477 
color See Color 
size. effect on column width — 195 
textboxes 237 
Footer 
See alyo Header 
aligning, = SATS 492 
croating sii 382 
date, meluding = S42 
default settings 527 
fonts 532 
formatting 526-528, 531-532 
printing, page layout §31-532 
time, including 532 
FOR function 599 
FOR.CELL function 599, 600 
FOR.CELL-NEXT loop 600 
FOR-NEXT loop 599 
Format 3-D View command 495 
Format 3-D View dialog box 495 
Format Alignment command — 186 
Format Border command 196 
Format Bring To Front command 507 
Format Cell Protection command 561 
Format Column Width command = 192 


Format Font command 377, 455, 464, 
477, 587 


Format Font dialog box 465 
Format Group command 506 
Format Justify command 188 
Format Legend command 453 
Format Main Chartcommand = 412, 482 
Format Main Chart dialog box 412 
Format Number command = 84, 89, 178, 
182 
Format Number dialog box —-188 
Format Object Placement command 
509, 510 
Format Object Protection command 
514, 563, 564 
Format Overlay command 426, 427, 
482 
Format Patterns command 
464, 469, 484, 513 
Format Patterns dialog box 454, 512 


198, 454, 


cell contents 
charts 





Format Row Heightcommand = 193 


Format Scale command 461-464 
Format Scale dialog box 465 
Format Send To Back command = 507 
Format Sizecommand 471 

Format Style command =-198 

Format Style dialog box 207 

Format Text command 
Hormat Teat dialog box 
Format Ungroup command S06 


478, SRR 
465, 47K 


Formatting 
3-Dcharts 490-495 
array range cells 273 
assigning 180 
bold 66, 177 
borders, described 
buttons 177-178, 584, 585, 587 


194-196 
175-186 


arrows 471-472 
axes 461-465 
data markers 482-489 


data series added from another 
chant 440-441 


described 408, 421, 451-496 
legend text 456 

legends 455-456 

plotarea 490-492 

templates 435 

text 477-480 


clearing 162 
Clipboard formats 333 
colors See Color 

column width 


191-194 

combination charts 422-426 

command macros 608 

copying 150 

currency 84-86, 179 

custom dialog box definition table 
638 


custom formats 

creating 181 

deleting 183 

described 180-182, 184-187 
databases 351 
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Formatting (continued) 


date 
assigning 89, 180-183 
built-in formats 86-89, 179-180 
custom formats =| 80-183 
procedure 89, 1X0 
troubleshooting = 94-94 
unrecognized formats 94 

described &4-89 

displaying 244 

footers 526-528, 541-532 

fractions 84,179 

graphic objects 502, 503, 512 

gridlines 469 

headers 526-528, 531-532 

italic 66,177 

Lotus 1-2-3 conversion 46 

moving 141-142, 150 

numbers 
built-in formats 84-86, 178-179 
color 179, 185 
custom dialog boxes 627 
custom formats = 1 80-182 
described 84-89 
fractions 84,179 
General format 4&4 
international macro sheets 653 
Lotus 1-2-3. conversion 43 
symbols, meaning =-183 

outlining 225-234 

overlay charts 424, 425, 426 

references, changing 117 

row height 191-194 

shading 196-198 

styles See Style 

templates, deleting 556 

text 175-178, 186-189 

textboxes 177-178, 236-237, 513 

time 
assigning 8&9, 1X0 
built-in formats 86-89, 179-180 
custom formats = 1 80-183 
described 86-87 
troubleshooting 94 
unrecognized formats 94 


Formatting (continued) 


workgroups 186 

worksheets 
deseribed = 175-205 
in workgroups 186 
multiple worksheets 186 


saving indifferent formats — 132, 


133 


Forms, custom dialog boxes, creating 


629 


Formula 


absolute references, using =: LO9- 111 
array formulas 
array constants 268, 273-275, 
281 
creating, using 268-281 
defined 106 
described 269 
editing 114,274 
entering 114,117,272, 273 
external references, using 279 
multiple results, producing 269 
particular value, finding 281 
relative references, using 279 
return functions, determining 
278 
troubleshooting = 281 


arrays, command macros, using 
607 


wulomatic inserting 128 

bur See Formula bar 
canceling =I 

cell ranges, referencing 115 
cell references, entering 112 


circular references See Circular 
reference 


clearing 97,443 
command macros, editing 584 
comparison criteria 
combining with computed — 375 
data form, using 356-365 
defined 371 
naming 378 
text, using 377 
tips 378 
types 371 
using 371, 373-374 





Formula (continued) 


computed cntena 
combining with comparison 


375 
data form, invalid 360 
defined 371 


entering 374-375 
evaluating 374 


fields outside tested record, using 
375 


naming 374 
searching 375 


undefined field names, using 
375 


using 371, 374-375 
valid field names 375 
copying 142-146 
creating 107-108, 110-111 
custom functions 
calculating 570 
designing 566 
custom macros, entering 573 
data tables, using 266 
data types, using 106 
databases, using 351 
date, calculating 88% 
defined 79, 105 
described 105-106 
displaying 119, 206, 245 
editing 218 
entering 105, 110-111 
error values = 124 
external references, using I1/ 
extract range, results 385 
finding notes 252 
finding special characters 252 
freezing 119, 288-289 
functions, using 111-112, 125 


international macro sheet conflicts 
651-652 


intersection operator = 107, 221 


linking chart text to worksheet cell 
475 


linking formula See Linking 
logical values, using 92 

Lotus 1-2-3 conversion 53, 128 
macro sheets, displaving 572 


Formula (continued) 


maximum length = 127 


mixed references. using = 110) 
118-119 


models. using = 694, 695 
moving. effect on references 154 
names 
applying to worksheets 21% 
editing 218 
pasung 112.218 
naming 
defined 219 
description 215, 218 
procedure 220 
numbers, entering 91 
one-input tables 
adding formulas 261 
using 258-259 
operand values, converting 
115-117 
operators 
order of evaluation —- 114-118 
using =: 107-108 
outlining 233 
pasting functions = 127 


RICI reference style, using 117, 
118 


range operator — 108, 224 
reference operators, using 108, 116 
references, using FORK, 119-120 
relative references, using =: LO8- TO 
remote references, using 10K 
replacing with values 

effect 288 

procedure = 119, 288 

restoring 288 
selecting 72 
solving with goal seeking 282. 444 
starting 78 
syntax 106 
table formulas 265 
testing by slepping through == 609 
text,entering 114 
time, calculating 88 
too wide forcolumns = 120 


troubleshooting — 120-125 


Formula (continued) 
’ 
iwo-inpul tables, using = 201 262 
undoing = Itt 


umion operator = 107 


values, Ireezing with 119, 288-289 
Formula Apply Names command 218 
Formula Apply Names dialog box 221, 

222 


Formula bar 
acuvating OKT, 9X. TOT, 10S 
canceling 99 
chart data series = 442-445 


chart series formulas, displaying 
445 


copying characters 149 
deleting extemal and remote 
references 320 
described — 23, RO-KT. 105 
displaying 81, 104, 548 
editing 
described 95, 96 
procedure = 96-97, 105 
hiding 64, 104, $48-549 
inactive = 81 
inserting date =: 101 
inserting time — 101 
moving characters = 149 
moving in 95-96 
selection, filling = 157 
using 95, 96 
Formula Create Names command — 217 
Formula Create Names dialog box 217 
Formula criteria See Computed entena 


Formula Define Name command ZiT, 
221. 375, 594 


Formula Define Name dialog box = 218 
Fornula Find command 163 
Formula Goal Seek command 282 
Formula Goal Seek dialog box 

2K2.283, 445 
Formula Goto command — 72, 103, 595 
formula Note command — 239 
Formula Note dialog box 249 
Formula Outline command = 228 


Formula Paste Function command 112, 


127, 572, 573, 596 





Formatting—Function 723 





Formula Paste Name command 102, 
112, 218 
Formula Reference command LOL, 118 


Formula Replace command — 164 

Formula Select Special command 
urray ranges, selecting 274 
auditing, guidelines = 250 
dependents 166-167 
described 72, 24% 


finding cells with specific contents 
164-165 
graphic objects, selecting 50S 
keyboard shoriculs 33,170 
lastcell 165 
notes, viewing 240 
precedents 166- 167 
tables, selecting 263 
visible cells only 153 
Formula Select Special dialog box — 168 
Formula Show Active Cell command 
171 
FORMULA.ARRAY function 278 
Fraction 
entering 8&4,92, 179 
troubleshooting 94 
Frame defined 503 
Freezing 
column titles 78, 212 
extemal reference formulas 
320-321 
formulas 119, 288-289 
remote reference formulas 324-324 
row ules 78, 212 
unfreezing titles 212 
window panes 211 


Full menus command See Options Full 
Menus command 


Fullmenus 9 
Full-page view 
See also Previewing printing 
described 534 
switching 535 
Full precision defined = 91 
Function 
add-in functions, creating 128. 
647-648 
arguments 126 
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Function (continued) 


array formulas, using 278 
arrays 276-277 
capitalization 128 
consolidating data, using 329 


custom functions See Custom 
function 


database functions described 
383-385 


defined 125 
error messages 129 
event-triggering macros 619 
formulas 
pastingin 113-114 
using with =125-129 
function not found =129 
information 584 


international macro sheet conflicts 
651-652 


keys, shortcuts 30, 34-35 
linking, using 308-309 
listing 128 
lookup 267-268 
macro functions 
defined 578 
indenting 687 
listing 128 
macros See Custom function 
nesting as arguments 126 
pasting 127,596 
results defined 124 
scrolling 129 
shoricut keys 30, 34-35 
syntax defined 126 
troubleshooting 129 
using 125-129 


G 


Gallery 3-D Areacommand 419 
Gallery 3-D Column command 420 
Gallery 3-D Line command 420 
Gallery 3-D Pie command 42! 
Gallery Areacommand 414 
Gallery Barcommand 414 

Gallery Column command 415 


Gallery Combination command = 418, 
423, 426 


Gallery Line command 415 

Gallery menu = 408-421 

Gallery Pie command 416 

Gallery Preferred command 412 
Gallery Set Preferred command 413 
Gallery XY (Scatter)command 417 
General alignment 186 

General format 


date %6 
descnbed 178, 187 
numbers 84 
time 86 


GET.BAR function 639, 643 
GET.DOCUMENT function 276 
GET.WINDOW function 276 
Getting Help See Online Help 
Glossary macro 672, 680-681 
Goal Seeking command 

formulas, solving 282-283 

names, using 283 

procedure 282 

Solver program, using 283 


when dragging chart data markers 
445 


Goal Seeking dialog box 283 

GOTO function 580, 582, 598 

Graph See Chart 

/Graph A See Chart 

/Graph B- See Chart 

/Graph data range See Chart 

/Graph Name Use = See Chart 

/Graph Options Data-Labels See Chan 
Attach Text command 

/Graph Options Grid See Chart 
Gridlines command 

/Graph Options Legend See Chan Add 
Legend command 

/Graph Options Titles See Chan 
Attach Text command 

/Graph Type XY See Gallery XY 
(Scatter) command 

/Graph X See Chart data series 

/Graph XABCDEF See Chart data 
senes 


Graphic object 
aligning tocell gndlines S01, 
513-514 


arcs 65, 499-502 

arrows 501 

border, formatting 513 

circles 53, 499-502 

combining objects 500 

command macros, assigning 
assigning to a button or other 
graphic object 584-589 
changing 587 
described 584, 585 
invisible object 5&9 
message 589 
multiple objects to 589 
procedure 586 
shoricutkeys 589 
troubleshooting 589 

copying 

external applications 522, 523 
procedure 512 

cutting and pasting 510 

deleting 517 

described 499 


detaching from cell gridlines 
508-511 


displaying 206-207 
dragging Sil 
drawing 
multiple objects 502 
procedure 50! 
drawing tools described 65-66, 499 
exchanging described 521-524 
exporting 522-523 
fill pattern, formatting 513 
formatting 
borders 512-516 
described 503,512 
fill pattern 513 
grouping 506 
hiding 206-207, 514 
importing 522,524 
layoutgnd 514-515 
lines 219, 499-500, 513 


A I A A 
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Graphic object (continued) 


locking 514, 563-564 
macros, assigning = 512. S84 SKY 
moving 510-511 
object identifier defined so 
ovals 65, 499-502 
overlapping. changing order 
507-508 
placement 510-511 
protecting 564-565 
rectangles 65, 499-502 
reordering 506-507 
selecting 
all 79, 507 
described = 73, SOS 
macro assigned to object S03 
multiple objects SOS 
procedure = S04 
removing selection = S04 
verifying selection = 505 
separating grouped graphic objects 
506 
shaping objects 500 
sizing 
described 510 
procedure 510-511 
squares 65, 499-502 
troubleshooting 516 
working with 503-514 


Greater than or equal to symbol (>=) 
107 


Greuter than symbol (>) 107 
Gridlines 
cell gridlines, aligning graphic objects 
to =. S01, 514-516 
chart gridlines 
adding 467-46% 
defined 467 
deleting 468 
formatting 469 
selecting 468 
worksheet gridlines 
adding 206-207, 528 


aligning graphic objects to SOL, 


513-514 


Gridlines (continued) 
worksheet gndlines (cartitued) 
color setting —- 206 
displaying 206 
hiding 206 
printing = S28 
Group See Custom dialog box 
Grouping graphic objects See Graphic 
object 
Grouping worksheets — See Workgroup 
GROWTH function 276 


Growth series described 254 


H 


HALT function = 577, 597 
Handle defined = 503 
Header 
See also Footer 
aligning 531-532 
creating 531-532 
date, including = 532 
default settings 527 
fonts 532 
formatting 526-528, 531-532 
printing, page layout 531-532 
lime, including 531 
Heading 
See also Column, Row 
color, setting = 206 
described 64 
displaying 206-207 
hiding 192-194, 206, 234 
printing 527-52% 
Height 
3-D chant, formatting 494 
row See Row 
Help 
See also Online Help 
balloon Help = 17 
custom Help 644 
Help Using Helpcommand — 18 
Hidden names, automatic macros, using 
224.619 
HIDE function 613 
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Hiding 
cells 559 
columns —- 192-194, 206, 244 
documents, saving 550 
formula bar 64, 104, 548-549 
graphic objects 206-207, 514 
gridlines 206 
headings 192-194, 206, 234 
macro sheets 613 
names 224,619 
notes 240 
outlining 229, 234 
rows 192-194, 206, 234 
scroll bars 65, 546-547 
status bar = 65, 546-547 
tool bar = 68, 546-547 
windows 26, 546 
Highlighting See Selecting 
Hi-lolines 437 
HLOOKUP function 268, 277 
Horizontal axis = See Axts 
Horizontal printing See Printing 
Hour See Time 


l 


Icon, Excel 4 
IF function 597-598 
Importing 

See also Exporting 


databases 336 

documents 334-336 

graphic objects 522-524 
Lows 1-2-3 conversion 51-58 


pictures, external applications 
§22-524 


Indenting macro functions — 687 
INDEX function 277. 567 
Info menu bar 15, 246 


Info window 


closing 247 

deleting information 245 
described 26, 243-245 
displaying information — 243-245 
guidelines 260 

menu bar 15, 246 
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Info window (continued) 
names, checking 24%-249 
names, listing 249 
opening 245 
printing from 

INITIATE function 

Input cell 
one-input table, deseribed 
tables 263 
two-input table 


246, 542-543 
341-343 


257-258 


261 262 
Input, command muctos 
obtaining 601-602 
ofganizing 602 
INPUT function 601-602 
Inserting 
cells 
between existing cells 142-146 
blank cells 159 
procedure 144, 158-159 
columns 159 
Lotus 1-2-3. conversion 43 
rows 159 
Insertion point’ 81 
Installing Microsoft Excel = 4 
International macro sheet 
add-in macros 654 
conflicts 651-652 
651-654 
currency symbols 653 
custom commands 654 
features 662-664 
moving data 654 
number formats 653 
procedure 652 
recording 581 


creating 


saving existing macro sheets as 
652 


userinput 653 


Interrupt, command macros, testing 
610 


Intersection operator (space ) 
lialic button = 66, 177 
Italic format 66, 177 
Item Group Box command 623 


107, 223 


Heration 
canceling 284 


circular references, solving 
283-285 


convergence defined 285 
defined 284 

divergence defined 285 
limit 284 

order of calculation 285 
progress, displaying 285 
stutting = 245 

stopping =: 245 
troubleshooting 284 
using 283 


J 


Jump terms, online Help 18 


Justifying text’ = 188-190 


K 


Key, sort 
Keybourd 


conventions described 


See Sort key 


xii, 29-30 
custom dialog boxes, using 637 
data torm, editing —- 360 

menu bar activating 7, 17, 548 
scrolling with = 76 

selecting with = 74-75 

shoricuts See Keyboard shortcuts 


worksheets, moving, selecting in 
76-77 


Keyboard shortcuts 

See also Microsoft Excel Quick 
Reference 

alternate keys, Lotus 1-2-3 42 
array ranges, selecting 273 
concepts 30 
finding cells and data 170 
Format Border command = 32 


Format Column Width command 
32 


Fornnat Font command 32 
Format Number command 32 
Format Row Heightcommand 33 


Formula Select Special command 
33,170 


Keyboard shoricuts (continued) 


Lotus 1-2-3, translating 50 
Options Display command 33 


Options Calculate Now command 
32 


Options Workspace command 33 
tables, selecting 263 
using 30 


Keypad, accountant’s 102 


Keystroke buffer 


See Macro recorder 


L 


Label See Chart text; Heading; Text 


Label prefix 


See Format Alignment 


command 
Labels, Lotus 1-2-3 conversion 53 


Landscape printing 


See Printing 


Last Cell option 165 


Layout 


See Page layout 


Layout grid, graphic objects, creating 
514-515 


Left 


alignment 186-188 


LEFT ARROW key 31 


Lefi 


border 196 


Legend 
See also Chart 


adding 
defined 
deleting 


453-454 
394, 452 
453-454 


displaying 452 


formatting 


455-456 


moving 


text, formatting 456 
LEN function 605 
Less than or equal to symbol (<=) ~—-107 
Less than symbol (<) 107 
Level bars, outlining 228 


Line 


See also Graphic Object 


described 


Line 


454-455 
selecting 453-454 


66, 499-502 
chart 


See also Chan 
described 409 


Line graph 


See Chan 


Line style. border 196 
Line tool 66, 499-502 
Linear series described = 254 
LINEST function 276 
Linking 
See also Consolidating 
calculanion, controlling = 312 
cell pictures, described = 518 
chart text to worksheet cell 
475-476 
charts 
pasting te another appr tig cater 
3h 
procedure — 308- 309 
consolidating data 325-327 
DDE See DDE (Dynamic Data 
Exchange) 
deleting 316 


dependent worksheets defined = S01, 


310 
described 
displaying 


299-301 


supporting data for specific 
reference 316 
supporting documents 106 
documents 
in Microsoft Excel 4-316 


in other applications = ¥02. 
310-311 


same name = 305 
embedding See Embedding 
external reference formula 

defined 301 

deleting 316 

example 303 
315-316 


functions, using 304 


freezing 


syntax 302 
external references 300, 301 
1-302 
315-316 
functions, using Ws 
linking formula = 301- 02 
Lotus }-2-3 worksheets 59 


managing documents in different 
folders 306-307 


formula 


freezing 





Linking (continued) 
names, using = 31K 
navigating linked data 414 
opening documents WS 
other applications 
controlling access = 314 
315-316 
3OK-309 


deleting 
described 
pasting from 411 
removing VWS-416 
pictures, changing $21 
procedure 


’ 
in Microsolt Excel W)2 


in other applications — 302, 310 
ranges 303 
recommendations — 300 
redirecting links — 307-308 


remote reference formula 
defined 301 
deleting 316 
freezing 315-316 
syntax 309 
remote references 
described = 301 
supporting data, displaying 316 
turning off updating = 13-3 14 
removing links = 315 
134, 304.305 


suving disk space 283 


suving 


supporting documents 
defined 301 
displaying 306 
redirecting links 307-308 


target file See herein dependent 
worksheets defined 


© source data, consolidating 
331-332 


types 299 

305-306, 311-313 
worksheets, saving 130 

List box defined = 11 

See specific subject 


updating 


Listing 
Locking 
cells 559-562 


graphic objects 514, 560-561 
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Locking (continued) 
titles See Freezing 
window panes = See Freezing 
windows 561-562 
LOGEST function 276 
Logical value 
command macros, arguments, 
converting 606 
entering as constants 92 
Lotus 1-2-3 conversion 54 
operand values, CONVETIN 117 
173, 355 
267 26K, 276 


sort order 
LOOKUP tunction 
Lookup functions described 268 
Lookup table 
compare values 
ascending order 268 
defined 268 
described 268 
extract range, using 382 
functions 267-268 
Looping 
See also eration 


command macros 


described 598-599, 603 
testing 609-613 
using 598 


nesting loops 603 
recursion defined = 603 
Lotus 1-2-3 
columns 
deleting, equivalents 44 
inserting, equivalents 44 
width, changing. equivalents 45 
common tasks 42-46 
consolidating worksheets 329 
conversion concepts 18-41 
deleting, equivalents 44 
equivalent terms, listing 40 
exporting data See Exporting 
file folder, changing 48 
files 
erasing, equivalents 49 
opening, equivalents 47 
saving, equivalents 47 
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Lotus 1-2-3 (continued) 


formatting, equivalents 46 
formula style. using =: 1.42 


formulas, entering = 39 
graphs, equivalents = 48 


importing data from See lmporting 


inserting, equivalents 43, 44 
keyboard, translating 42 
keystroke conventions 37 
linking worksheets 57-58 
moving data, equivalents 42 
online Help 20, 50 
order oftasks 42 
printing equivalents 46-47 
range 

erasing 45 

naming 45 

printing 47 
rows 

deleting. equivalents 44 

height, changing, equivalents 

45 

inserting. equivalents 43 
screen differences 3% 
system commands, equivalents 49 
terms 40-41 
transferring data 53-56 
translating commands = SQ) 
worksheets 

erasing 49 

exporting 52 

opening 47.51 

saving 47,52 


M 


Macro See Add-in macro: Automatic 
macro; Command macro; Custom 
function; Macro sheet 

Macro Absolute Record command SKI 


Macro Assign To Object command 
512, 586 


Macro Debugger macro — 61.1, 682-684 
Macro development feeatures 663 
Macro function 

See also Command macro 

defined 578 

listing 128 


Macro Record command $79 
Macro recorder 578 
Macro Relative Record command SK] 


Macro Runcommand 582 


Macro Run dialog box 


command macros, listing 596 


commund macros not appearing 
5X3 


Macro Set Recorder command 580 
Macro sheet 


add-in file format 


opening as regular macro sheet 
648, 692 


saving as =: 133, 648 


using with Add-in Manager macro 
676-677 


alignment See Alignment 
borders See Border 
calculating 286, 571-572, 577-578 
closing 138 
columns See Column 
combining with charts 518 
command macros 
hiding for speeding up 614 
running 582-583 
using 575-582 
command tables, creating 639 
creating 575-578 
custom dialog boxes, copying to 
624 
custom functions, entering 571-575 
described 575-576 
displaying values 572, 578, 612 
editing 95-100 
features 663 
formatting See Worksheet 
formulas, displaying 578 
hiding 613 
international = See International 
macro sheet 


international command macros, 
recording = 580-581, 658 


layout, designing 616 
linking See Linking 
notes, using 608 

opening 570,577, 595 


Macro sheet (continued) 
opening al startup 550,574 
protecting See Worksheet 
recorder range defined 578 
rows See Row 
saving 130-131 


Saving as international macro sheet 
652 


template 687 

values, displaying 572,578,612 
Macro Start Recorder command 579 
Macro Stop Recordercommand 579 
Magnifying documents 534-535 
Mail See Microsoft Mail 
Manual calculation 286-287, 289, 290 
Manual page breaks 529-530 
Mapping worksheets 690 
Margins 

adjusting 537 

displaying 537 

previewing 533-534 

printing, page layout’ 52% 

removing 537 
Marquee 

canceling 146 

defined 69, 142 
MATCH function 277 
Matching records 359-364, 377 
MDETERM function 277 
Memory 

conserving 135 

saving in workgroups 298 


Menu = See specific menu; Full menus; 
Short menus 


Menu bar 
See also specific menu bar 
activating 7-8, 15-16 
alternate key, activating menu bar 

with 15 

chat’ 6,17 
custom menu bar, creating 646 
described 5,64 
Info 17 
mouse pointer shape 29 
moving across 15-16 


Menu bar (continued) 
names, listing 15 
null menu bar = 15 
number, obtaining 644 
worksheet 5.17 
Menu table, creating 642-643 
Message See Error message. Error 
value 
MESSAGE function 615 
METAFILEPICT file format 333 
Microsoft Excel 
See also specific subject 
features 655 
installing 3 
starting 4 
Microsoft Excel library 
add-in macros 672 
described 667 
samples 667-671 
Microsoft Mail 341-343 
Minus sign (-), subtraction operator 
107 
Minute See Time 
MINVERSE function 277 
Mixed reference 110, 118-119 
MMULT function 277 
Model 
defined 693 
design criteria 693-694 
ease of use 695 
formulas, clarity 694-695 
standard layout 694 
Modes 
See also specific mode 
described 103-104 
Month See Date 
Mouse 
conventions described xin 
data form, editing 363 
multiple graphic objects, selecting 
504 
pointer shapes 28-29 
scrolling with 76-77 
selecting with 74 
using 27-28 
Mouse pointer shapes 28-29 






Movement keys 

See also specific key, ARROW keys 
using 74-76 

Moving 


cells 
described 142-143 
procedure 144 
references, effect 154-155 
troubleshooting = 157 

chart arrows 471 

chart legends 454-455 

chart text 473-474 

custom dialog box 622, 626 


data to/from international macro 
sheets 654 


dialog boxes, moving in = 12-1 3 
formats 141-142, 150 
formula bar 
moving characters 149 
moving in 95-96 
graphic objects 5 10-511 
linked data, navigating 314 
Lotus 1-2-3 conversion 42 
named cells, moving to 223 
online Help, moving in 19 
selection, moving within 76 
tables 264 
textboxes 51! 
Multiple selection 
cells 77-78, 373 
charts, creating 404-407 
Multiple Sheet Aid macro 684 
Multiple sort keys See Sort key 
Multiplication operator (*) 107 


N 


#N/A error value —:1125, 574 
Name 
See also Naming 
applying 218-219, 221 -222, 242 
auditing 
checking 248-249 
listing 249 
built-in names, automatic translation 
222 
cells, copying, effect 156 
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Lotus 1-2-3—-NAMES function 729 


Name (continued) 


changing 685 
checking in Info window 249 


command macros, using 594-595. 
604 


command names 

changing 639-640, 641 

described 7 

renaming 639-640 
consolidating data, using 329 
custom data form, defining 368 
custom menus, renaming 644 


database function arguments, using 
387 


defined 215 
deleting 217, 686 
displaying in Info window 249 
formulas, using 115, 218 
goal seeking, using 283 
hidden 
automatic macros, using 619 
using 224 
length 220 
linking, using 318 
Lotus 1-2-3 conversion 53 
macros, using 224 
pasting 112,218 
range names 
applying 222 
creating 216-217 
renaming, Lotus 1-2-3 conversion 
45 
reference operators, using 223 
reference types, changing 224 
references, replacing 215-217 
scrolling to 222 
sort keys, using as. —-174, 356 
sorting, using for 174, 356 
worksheets 
applyingto 218-219 
described 64, 134 
using 220 
Name Changer macro 685 
#NAME? error value 123 
NAMES function 277 
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Naming 


charts, guidelines = 440) 
command macros 594-595, 604 
comparison criteria 176 
computed criteria = 472 
constant values 223 
crileriaranges 371-373 
custom functions 571 
dialog box definition tables 637 
fields for computed criteria = 475 
formulas 219-220 
guidelines 220-222 
ranges 216-217 
relative references 224 
separators, valid = 220) 
Styles 201 
troubleshooting = 224-225 
worksheets 64, 134 
NATIVE file format 333 
Navigating linked data 414 
Novwthony 
Noe ctdvee Atpeusnieiit, 1 copings 
defined = 126 
functions as arguments —-1.26 
limit = 126 
loops 603 
Network 
defined 699 
documents 
opening 700-701 
protecting 701 
sharing 701 
installing Microsoft Excel 699 
printing from = 701 
starting Microsoft Excel 699 
worksheets, opening — 68-69 
NEXT function 
FOR-NEXT loops — 59-599 
FOR.CELL-NEXT loops — 599.60) 
WHILE-NEXT loops 599-601 


Nonblank cell, macro recording, effect 


578 
Normal style, redefining 204-205 
Not equal to symbol (<>) ——-1.07 


Note 
utlaching 247, 249 
cleaning 160) 
command macros SR1. 608-609 
copying 150 
creating 244.242 
defined 235 
deleting 241 
displaying 240, 245, 248, 252 
hiding 240 
markers, displaying 240 
multiple notes, creating 239-240 
printing 241 
selecting 73 
using 239-252 
viewing 240 
Nullmenu bar = 1S 
ANULL! error value = 124 
NUMLOCK key = 102 
NUM! error value = 124 
Nusriibers 
Nec silver Valine 
wlding 66, 107, 126 
aligning 187-188 
array constants, using 274-276 
built-in formats = -&6, 179 
calculating with = See Calculation 
command macros, arguments, 
converting 605-606 
custom formats — 180-182 
entering  &4-%6 
entering astext &9 
formating 
assigning 180 
built-in formats 84-86, 17%-179 
colors = 179, 18S 
custom dialog boxes 627 
custom formats — 180-182 
Witernavional macro sheets 653 
Lotus 1-2-3 conversion 53 


operand values, converting 


116-117 
procedure 8&4, 180 
symbols, meaning 183-185 
formulas, entering 91 


Lotus 1-2-3 conversion 53 


Number (continued) 
precision 91, 291 


scrial numbers for dates and times 
KR, 290-291 


series, entenng 255-256 
sorting 
order 173-174, 355 
troubleshooting 174, 354 


Number sign (#), custom formatting 
symbol 183 


Number signs (###), column too narrow 
93, 120, 195 


Numeric keypad 
accountant’s keypad feature 102 
entering numbers =: 103 


O 


Object See Chart; Embedding; Graphic 
object 
OLE (Object Linking and Embedding) 
See Embedding; Linking 

Coie beopret table 
cieuting = 2597 259 
defined 256 
described 257-258 
filling in 258 
formulas, adding 260 
input cell described 257 
setting up 257-258 
using 258 

Online Help 
accessing 17-18 
balloon Help = 17 
commands 5, 18 
context-sensitive Help — 17 
cusiom Help 646-647 
defined terms, using 19 
described 16-17 
displaying Help topics 20 
exiting Help = 19 
getting Help =-'17-18 
getting helpon Help —=-18 
jump terms, using ~—=—‘18-19 
Lotus 1-2-3 20,55 
movingin 18 
using 16-17 


El 
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Opening 
add-in macros = 0552.. 696 
chart templates 4.35, 555 
charts 433-435 
DDE channel 342 


documents 


automatically SSI 


network documents 559-560. 
700-701 


with linked pictures = 525 
embedded objects 3.26 
Info window 253 
linked documents = 63, 306 
macro sheets 579, 581, 599 
menus 7 
muluple windows — 207-209 


network documents §59-S60. 


700-701 

read-only documents — 321, 559-S60), 
700-701 

read-write documents §$9.560, 
WM) TOI 

ke toagebate 4 be 


wat tiles 146 
workgroups 302-303 


worksheets 


automatic opening = 76, 553-554. 


623 
existing worksheets 67 
network 69, 700-701 
password protection 562 
read-only = 321, 559-560, 
700-701 
recent worksheets 68 
workspaces 69, 544 
Operator 
arithmetic 107 
comparison — 107 
formulas, using in 108 
Lotus 1-2-3 conversion 53 
order of evaluation 114-115 
reference 108 
text =: 107 
Option button defined — 1! 


zn, 
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Options Calculate Now command — 286, 
288 
Options Calculation command 
data tables, speeding up calculations 
266 
date system, selecting 92, 290-291 
described = 286 
Options Color Palette command — 557 
Options Display command =. 206, 61 | 
Options Display dialog box —- 206 


Options Freeze Panes command —78, 
241,203 


Options Full Menus command = 9 

Options Protect Document command 
563 

Options Remove Page Break command 
530 

Options Remove Print Area command 
$41 


Options Remove Print Titles command 
$31 


Options Set Page Break command — 529, 


sw 


Captivate Wel Melit Areas sebarieetoul SA, 
44) 


Options Set Print Titles command — 531 


Options Short Menus command —- 9-10, 
102 


Options Unfreeze Panes command 213 


Options Unprotect Document command 
563 


Options Workspace command 15, 16, 
548 


Options Workspace dialog box = 210 


OR function, array formulas, finding 
particular values = 280 


Order of evaluation, formula operators 
114-115 
Orientation, printed page = 529 
Outline, border = 196 
Outlining 
automatic 233 
clearing =229 
collapse button = 228, 250 
collapsing 225, 230 
creating 228-229 
demote button 65, 227 


demoting 229 
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Outlining (continued) 
described 225-226 
displaying 229 
displaying specific levels 230 
expand button 228, 231, 234 


expanding 225, 230 
formatting 225-234 
guidelines 233 


hiding 229, 234 


large sections, expanding, collapsing 
234 


promote button 65, 227 
promoting 230 
rearranging 234 
row and column level bars 228 
row and column level buttons 228, 
231 
select visible cell button 65, 227, 
231-232 
show outline symbols button — 65. 
227-229 
styles 
applying = =244 
uutomatic, controlling = 242 
symbols, displaying 207, 229 
Output range See Extract range 
Oval 
See also Graphic object 
described 66, 499-502 
Oval tool 66, 499-500 
Overlay chart 
See also Chart 
adding 422-425 
changing 425 
creating 424-427 
custom charts, addingto 425 
data series 426 
defined 422 
deleting 426 
formatting 424, 425, 426 
guidelines 426 
new chart, changingto 424 
using 423 
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rmyae = index 


p 


Page 


breaking See Page breaking 

layout See Page layout 

previewing See Previewing 
printing 


Page breaking 


automatic 529 

checking 533-536 

displaying 207 

manual page breaks = 529-530 
removing manual breaks 529-530 


Page layout 


centering 528 

charts, sizing 528 
controlling 527 
footers 528, 532-533 
gridlines 528 

headers 528, 532-533 
margins 528 
orientation 528 
setting 52% 


Page setup 


dialog box, displaying 527-529 
procedure 529, S38 


Pune See Window 
Paper size 529 


Pisncrsthrnin 


tetvenileee Feererenitiog = Men bn 
using With formulas LIM, 12K 


PARSE function 340 
Parsing 340 
Password 


assigning 134, 558, 560, 564 
described 559 
existing document, replacing 560 
network documents 701 
protection password defined 559 
read-only status 561 
removing 561 

replacing 560 

types 134 

worksheets 

opening 69 

protecting 134 


write reservation password defined 
559 
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Pasting 


See also Copying, Moving 
cells 144-146 

Clipboard contents —- 120 
command macro names 603 
custom functions 573 


functions to formulas it, E27. 
596 


multiple copies with one operation 
147-148 


names 112, 218-219 
nonblank cells only — 153 
paste area =-142, 145 
troubleshooting 157-158 


Pattern 


See also Shading 
chart data markers 484 
chart text, formatting 478-479 


Pausing, macro recording 579 
Percent sign (%) 


cell formatting 84 
custom formatting symbol 184 
percentage operator = 107 


Period (.), custom formatting symbol 


184 


Perspective, 3-Dchan 493-494 


Picture 


camera tool described 66 
cells 
V2 V's 

linked, changing 521 

linking 520 

unlinked, copying 519-520 
charts See Picture chart 
charts as pictures 519-520, 523 
defined 518 
file formats 333 
linked documents, opening 523 
recommendation 521 


Picture chart 


See also Chart data marker 
changing 489 

clearing 489 

defined 485-486 
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Picture chan (continued) 


replacing data marker with picture 
488 


scaled 485, 487-488 
stacked 485, 486-487 
stacked and scaled 485, 486-488 
stretched 486-487 
using 480-485 
Pie chan 
See also Chant 
descnbed 409 
Placeholder 207 
Plot area 
See also Chart 
described 395, 490-491 
formatting 490-492 
selecting 492 


Plot order argument, chart series formulas 
446, 447 


Plus sign (+), addition operator 107 
PM, custom formatting symbol 185 
Point mode 
described 95, 104 
entering 121 
Pointer See Mouse 
POKE function 339 
Portrait printing See Printing 
Precedent See Cell 
Precision Aa Displayed check box = 91, 
dn 
Meee tote tom culeubitin OE, NY 
Preferred chart See Chart 
Preview window 
actual-size view 534-537 
closing 538-539 
full-page view 534-537 
opening 534 
scrolling 535-537 
switching views 535 
Previewing printing 
actual-size view 
defined 534 
scrolling 536-537 
switching 535 
closing window 538-539 
described 533-535 
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Previewing printing (¢ oatitued } 
full-page view 
defined S34 
retuming 535 
scrolling 535-536 
switching = 5.45 
margins 537 
procedure = 213, 534 
scrolling 535-537 
sizing 535 
switching views = 537 
zooming 534-535 
Print urea = 540-541 


/Print Printer Borders = See Options Set 
Print Titles command 


/Print Printer Footer See File Page 
Setup command 


Print Printer Go = See File Print 
command 


/Print Printer Header See File Page 
Setup command 


/Print Printer Margins See File Page 
Setup command 
/Print Printer Range = See Options Set 
Print Area command 
Print titles 530, 531 
Printer 
installing 526 
selecting 526-527 
seHiinp up 424 
Dy beet dnngs 
canceling AO 
charts 
aligning 528 
procedure 496, 539-540 
sizing 528 
column 
headings 528 
utles 530-531 
width handles 5§37-538 
databases 352 
described 525, 539-540 
features 656 
footers 527, 531-532 
from preview window = 541 
gridlines 52% 
headers 527, 531-532 


Printing (continued) 


headings 52% 

Into window 256, 544.545 
landscape S31 

Lows 1-2-3 conversion 46-47 
margins See Margins 
multiple worksheets 546 
network documents — 701 
nots 241,541 

page breaking See Page breaking 
page layout See Page layout 
page setup = See Page setup 
previewing See Previewing 

printing 

print area defined = 540 
printtitles 530-531 
procedure 539-542 

ranges 540-54] 

ranges, Lotus 1-2-3 conversion 

46-47 
row 
headings 528, 531 
titles =. §30 

troubleshooting 542 
worksheets 213, 539-541 


Product support xiv 
Promote button 65, 227, 240 
Promoting in outline — 230 


Protection 


wht dotnet ON 
cetls 
display dilferenves 562 
locking 559 
charts 430, 556-562 
data 559 
displaying 244 
documents 556, 560-561 
graphic objects 
locking 514 
setting 560 
hiding data See Hiding 
locking 
cells 559 
graphic objects 514, 560 
windows 560-561 
password See Password 





Page—Range 





Protecuion (continued) 
removing 558 
setting 559 
windows 560-561 
worksheets 134, 559-560 
Publishers 317-321 


Q 


Question mark (7?) 
custom formatting symbol —-183 
database searching, using 361 
pointer shape, online Help 18 
wildcard character 
criteria, using with 361, 374 
finding text 169 
Quit See File Quit command 
Quitting 
See also Closing 
Data Find 379 
Dialog Editor 624 
Microsoft Excel 50 
online Help 19 
workgroup session 296 


R 


RICI reference style 108, 117-118 
Range 

array See Array range 

colla, copying, effect 156 


clearing, Latue | 2 Veonverion 
4% 


command macro, defining — S80 
command macro, recording 
determining 580 
multiple columns 580 
criteria range See Criteria, range 
data, entering 80, 82-83 
database See Database 
defined 348 
defining 348, 350, 370 
extract range 
creating field names 384 
defining 381-382 


defining on another worksheet 
383 


described 381 








Index 


Range (continued) 


extract range (« ontinued } 
extracting data 382-383 
formulas in records, results 383 
lookup tables, using =. 384 
procedure 381-382 
filling 149, 187 
linking 303 
Lotus 1-2-3 range commands = 45 
named ranges, Lotus |-2-3 54 
names 
applying 218, 219. 21-222 
® creating, Lotus 1-2-3 conversion 
45 
deleting 217 
Lotus 1-2-3. conversion 54 
operator 108, 223 
outlining, selecting ranges 22% 
printing 540-541 
references 
abbreviations 116 
informulas = 115 
selecting 71-72 
/Range Erase See Edit Clear command 
/Range Format General See Format 
Number command 
/Range Justify See Format Justily 
command 
/Range Label-Prefix See Format 
Alignment command 
/Range Name Create See Formula 
Define Name command 
/Range Name Delete = See Formula 
Define Name command 


/Range Name Labels = See Formula 
Create Names command 


Range operator (:) 107, 223 
/Range Protect See Format Cell 
Protection command 

Read-only access 

See also Network 

described 558, 701 
Read-only document = 316, 558, 701 
Read-write access 

See also Network 

described = 558, 701 


Recalculating See Calculation 


See alvo Database 
adding to database 
adding with data form 


changes, canceling, data form 
347, 349, 350 
359-363, 369-378, , 
editing with data form 
extracting from external database 


359-364, 379-381 
matching with data form 


number indicator, data form 


moving horizontally 


specific records 

updating, procedure 

viewing with data form 
Recorder range 


Recorder Range Out of Room error 


Recording macros 
command macros 
international macros 


out of room error 


range, determining 


See also Graphic object 


Rectangle tool 


Recursion, command macros, self-sturting 






#REF! error value 124 
Reference 


abbreviating ranges 116 


absolute references See Absolute 
reference 


area 22 
changing toRICI style 117-118 
circular, solving See Iteration 
command macros 

arguments, using as) 604 


converting references to values 
603 


copying, effect 155-156 
defined 108 


external references See External 
reference 


formulas, using 108-111 

inserting 121 

Lotus 1-2-3 conversion 53-54 

mixed references 110, 118-119 

naming 224 

operators 107, 116 

RICI style. convertingto 117-118 

relative references See Relative 
reference 

remote references 107 

replacing withnames 222 

styles 107,117 

types described 109 


Reference area 22,63, 81 
Reference operators 107, 116, 223 
REGISTER function 649-650 
Relative reference 


See also Al reference style, Absolute 


reference 


array formulas, using 278 
changing 118-119 
command macros 


converting from absolute 581 


converting references to values 
604 


moving selection with 607 


defined 109 


formulas, using 109, 110 


naming 224 
Remote reference See Linking; 
Reference 


Remote reference formula Row (continued) 


See also Linking maximum number 


supporting data, displaying 


Removing links 
Removing splits 
RENAME.COMMAND function row level bar 


row level button 


ranges, naming 


See specific subject 
REQUEST function 
RESULT function 

Results, functions, defined 


entering in multiple rows 


—— ee 


entering in single row 


RETURN function titles, freezing 


Right alignment 
ROW function 
ROWS tunction 
RTF file format 
Running head 


Right angle axes, 3-D chart, formatting 


RIGHT ARROW key 


Rotation, 3-D chart, formatting 


Sales tracking sample 
Sample models and macros 
copying, transposing add-in macros 
amortizauion table 
finding different cells billing template 


break-even analysis 


college expense planning 
192-194, 206, 234 


sales tracking 


before deleting 
calculating before saving 
text wrapping 


192-194, 206, 234 command macros before editing 


Lotus 1-2-3 conversion 





Saving (continued) 


documents 
as workspace file 545, 548 
file formats 132-133, 333, 
664-665 
non-Microsoft Excel formats 
339 


linked documents —=_-:141,, 312, 325 
Lotus 1-2-3 conversion 52, 57 
macro sheets as add-in macros 652 
templates 553,555 
worksheets 
backup files 131-132 
described 129-130 
different format 132-133 
Lotus 1-2-3 worksheets 57 
procedure 130-131 
quick procedure 131 
troubleshooting 143 
without calculating 293 
workspace file 136, 547-548 


Scaled pictures, chart data markers 
487-489 


Scaling chart axes 461-464 
Scatter chart See XY (scatter) chart 
Scientific notation format 85, 180 
Scroll arrow 23 
Scroll bar 
described 24,77, 357 
displaying 65, 546-547 
Scroll box 23 
Scrolling 
active cell, scrollingto 171 
Data Find command mode 380 


Data Find mode, moving horizontally 
380 


described 76-78 

dialog boxes 12 

freezing titles 78 

functions 129 

keyboard, using 78 

mouse, using 77 

names 223 

previewing printing 
actual-size view 536-537 
full-page view 535-536 
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Scrolling (continued) Selecting (continued) 


previewing printing (continued) 77-78, 404-407 


multiple selections 





to specific page 


to named urea 
window panes 
returning to previous location 
worksheets with multiple windows 

selection types 
See Finding, Matching 
See Activating 


Select detined 
7 creating charts 
Select visible cells button . 


Ht ipehe sebee thentas 
Selection tool 


Semicolon (;), array constants, row 
separator character 
SEND KEYS function 
Separating grouped graphic objects 


435-437, 461 462 


Separator character, array constants 





See Chart data series; Date 

437-438, 474-475 

Series formula 
See also Chan 


custom dialog box ttems 


dialog box options 
extending selections 
filling selections external absolute references, using 


finding named areas 
SERIES tunction 


Series name argument, chart series 


: oat 
See Activating 441-442, 447-44% 


graphic objects = 73, 79, S03-S07 


Set Recorder command 
SET.NAME function 


kevboard ; 
evboard procedure SET VALUE function 


567, 601, 630 


See Activating 
- installing Microsoft Excel 
mouse procedure 


moving within selection ; 
startup folder, creating 


Shading 

See also Pattern 

adding =197-198 

described 196 
Shape See Graphic Object 
Sheet See Macro sheet; Worksheet 
SHIFT key combinations 34-35 
Shifted commands 7,8 


Short Menucommand See Options 
Shon Menus command 


Shon menus 9-10 
Shortcut key 
command macros = 581 
lists 37 
Show outline symbols button — 65, 
227-228 
STOW TAK tumetion == 44 
"Vheagele: Unaperet babe Nee Pte deep tate 
Sizing 
chan arrows 471 
custom dialog box group items 623 
custom dialog box items 622 
dialog boxes 626 
documents 30 
graphic objects 510-511 
printing 534 
worksheets 26-27 
SLASH (/) key 
division operator 107 
menu bar, activating 16 
Slide Show macro 686-687 
Slowing down command macros 614 
Solver 283 
Solving formulas with goal seeking 
282 
Sort key 
defined 171, 352 
maximum number 171, 352 
multiple keys 


more than three keys —-172-173, 
354 


using 172-173, 353 
names, using 174, 355 
selecting 172, 353 
sortorder 173, 353 
Sortorder 173, 353 
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ascending order 


capitalization, effect 


descending order 


logical values 
more than three keys 
multiple keys 


troubleshooting 


Scntnl Notes miaene 


Neo © rapordblatlop 


custom formatting symbol 

intersection operator 
Split boxes described 
Splitting windows 


removing splits 
See Worksheet 
See Graphic object 

Square, cell note marker 
Stacked pictures, chart data markers 


Standard File Dialogs macro 


command macros from other 
command macros 


command macros, recursive self-start 


Microsoft Excel 
Microsoft Excel on network 
Startup document 
add-in macros 


workspace file 
Startup folder 
Static text, custom data forms 


° + «ye art “art “art 
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Status bar 
described 23,64 
displaying 65, 545 
hiding 65, 547 


Step button, command macros, testing 
583. 609 


STEP function 610 

Stepping, command macros 
procedure 609-611 
testing 611-613 

Stopping 
command macros = 583 
FOR-NEXT loops 599-600 
WHIL.E-NEXT loops 600 

Stretched pictures, chart data markers 

485-489 
String See Text 
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Style 
applying 199-200 
attributes 199-200 
border styles 197 
copying 202 
creating 194-195, 200-202 
defined 198 
deleting 205 
names, using 201 
Normal style, redefining 204-205 
outlining 
applying 232 
automatic styles 232 
redefining 203-205 
textboxes 237 
Style box = 65 
Subroutine macro See Command 
macro 
Subscribers 17-321 
Subtraction operator (-) 107 
SUM function 125 
SUMPRODUCT function 277 
Supporting document = See Linking 
Switching Info window to worksheet 
246 
SYLK file format 138, 333 
Symbol 


number formatting, meaning 
183-186 


outlining, displaying 229 





Scrolling—Template 


Syntax 
See also specific function 
formulas 105 
functions 126 


T 


TAB key 30 
Table 


See also One-input table; Two-input 
table 


calculating, speeding up 265 
clearing 264 

creating 257-266 

duta table defined 256 


database, totals summarizing 
267-268 


defined 256 

deleting 264 

wiliting 204 2h 

formulas, using == 267 
input cell defined 257 

input values, adding 363 
lookup tables See Lookup table 
Lotus 1-2-3 conversion 56 
moving 264 

one-input table See One-input table 
recalculating 263 

selecting 263 

two-input table See Two-input 


table 
values 
adding totables 263 
clearing 264 


converting 264 
substituting 261 
Target cell See Cell 
Target file See Linking 
Template 
add-in macros 648 
charts 435, 551-553 
creating 551-553 
defined 551 
deleting 553 
described 551-553 
editing 552-553 
opening 552 
samples 667-671 








temporary, naming 


worksheets, creating 
TERMINATE function 


command macros 5k 3. 609-613 
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array constants, using 





chart legend, formatting 

See Chart text 

command macros 
Hepes, 4 sever ttnay 
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from other applications 
to other applications 
175-178, 186-189 


formulas, entering in 


numbers, entering as text 
operand values, converting 
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Text (4 continued) 


parsing 3.36, OR4 
sorting order = 1.74, 353, 355 
wrapping 91, 187, 191 


Text box 


adding 2318.2 %6 
aligning = 19), 247 
copying text = 24] 
creating 235-236, 499 
defined bi. 244 
deleting = 2 1K 

deseribed = 227, 234-235 
displaying = 206-207 
editing = 14, 236 
formating = 177-178, 246-237, S513 
hiding = 206-207 
moving S11 


Text box tool = 66, 236 

TEXT file format = 333 

Text operators 107 

Three-dimensional chant = See 3-D chart 
Tickmark = See Chan 


Tilde (~), wildcard characters, using for 


searching 171. 374 


Time 
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Peete bbney 
assipninp = AY PAD 
built-in formats 86-89, 179-180 
custom formats 86-87, 180-183 
described 180-1834 
troubleshooung 94 
unrecognized formats 94 

header, time inclusion = 531 

inserting automatically 100 

series, creating 93, 254 

symbols 87, 179, 180-183 


troubleshooting 94 


freezing 78,212 
printtitles 530-531 
unfreezing 212 
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Title bar 


data form 359 
described 22 


Tool bar 


aligning text,numbers = 188 
alignment buttons 65-66, 188 
are tool ~=—s- 665-66, 499-502 
aulo-sum button 65-66, 120 
button tool = 665-66, 584-586 
buttons described 65-66, 227 
bold button 65-66, 177 
cumeratool 65-66, 520 
charttool 65-66, 394 
demote button 65-66, 227 
described 22, 65-66 
displaying 65, 502, 546-547 
formatting text. numbers —177 
graphic objects, drawing 499-502 
hiding 502, 546-547 
illustration 65 
italic button =. 6-66, 177 
line tool =. 65-66, 499-502 
multiple graphic objects, selecting 
504 
outlining, applying = 227-229 
outlining buttons = 228-229 
ovaliogl O48 G0, 490 SO2 
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65-66, 22% 
style box 65-66 
styles 


applying = 198-200 

creating 200-202 
summing, automatic 65-66, 128 
textbox tool 65-66, 235 
tools described 65-66 


Tools See specific tool, Tool bar 
Top border 196 
Tracepoint 

defined 682 

macro debugger macro 611, 


682-684 
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Translate uulity See File Open 
command 

TRANSPOSE function = 277 

Transposing columns, rows 152. 153 

TREND function = 272, 277 


Inygger See Dynamic dialog box. 
Event inggerning for macro 


Troubleshooting 


array formulas = 280 
borders 198 

cells, copying 1.S7-1S8 
charts 431. 496, $42 
column width = 93, 195 
command macros — 583-589 


command macros assigned to button, 


graphic object = SKY 
consolidating data 430 
custom functions 574 
data form 465 
database functions 387 
dates 93-94 
formulas 120-125 
frachons 94 
functions 129 
graphic objects S16 
ivration = 284 
ning 224 228 
rniibacen, clingohaytinge FE 
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two-dimensional chant See (hat 


Two-input table 


creating 261-262 

defined 256 

described 256, 261 
filling in 262 

input cells described = 257 
input values, adding 263 


TYPE function 569 
Typeface See Font 
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Unattached text See Chart text 


Underline (_), custom formatting symbol 
184 


Undo command = See Edit Undo 
command 
Undoing 
actions ®- 10, 99-100 
commands — 8-10, 99-100 
consolidating = 341 
cditing = 99-100 
tormulas ii 
sorting 172, 355 
Untreezing tiles = 212 
Unhiding See Displaying, Hiding 
Union operator (.) L107, 223 
UPARROW key 31 
Updating 
DDE links 311-313 
linked worksheets 311-313 
turning off = 313 


V 


Value 
array ranges, converting = 273 
calculating displayed vs. stored 91 
cematant value Ser Constant value 
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finding. by comparison — 170) 
formulas, converting 116-117 
freezing 288 
Lotus 1-2-3. conversion 54 
macro sheets, displaying 572, 578 
replacing formulas 288 
table values, converting 264 
vero | 206 
Value axis See Axis 
#VALUE! error value =—-'125 


Values argument, chart series formulas 
447 


Vertical axis See Axis 





Template—Window 
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Vertical printing See Printing 

Vertical splitbox 212 

View, actual-size vs. fuli-page + See 
Previewing prinung 

Viewing 3-Dcharts 495 

Visible cells selection button 153 

VLOOKUP function 266-267, 277 


W 


WAIT function 614 
“What-if” analysis 
advancing variables 689 
described 256-257 
existing data sheet 689 
goal seeking 282-283 
macro 688-689 
new data sheet 688 
What If macro 688-689 
WHILE function 601 
WHILE-NEXT loop 600-601 
Width See Column 
Wildcard character 
consolidating data, using 333 
criteria, using with 361, 374 
database, using 362 
searching for 375 
using for finding text = 169 
Window 
we tiveallig 
litelelacys we lili ih, 84h 
pivaewebiane 44 48 
vinihile etihiwee = US, AAA 
we fibers babii ellie se debe 
Zi 
active window defined 21 
arranging 26 
closing 137 
chan window See Chart 
commands 26 
described 22-24 
displaying 26, 209,547 
hiding 26, 546 
Info window See Info window 
locking 562-562 








Window (continued) 


multiple 
arranging 684 
horizontal arrangement 684 
references, tracing 6KS 


multiple windows to worksheets 
207-209 


opening See Opening 
panes 27, 209-210) 


preview See Previcw window; 
Previewing printing 


protection 
removing S6l 
setting S60) 

scrolling = 27 

sizing =. 27 


splitting = 27, 209-210 

types described = 20) 

unhiding 26, 546 

worksheet window parts described 
22-23, 63-64 


Window Arrange All command 26, 
209 


Window Arrange Workgroup command 
209 


Window Hide command 26, 550 
Window More Windows command 25 


Window New Window command 26, 
207 


Window Show Clipboard command 
102, 333 


Window Show Document command 
246 


Window Show Info command 240 
Window Unhide command 26 
Window Workgroup command 295 
WINDOWS function 277 
WK I file format 133 
WK A file format 143 
WKS file format baa 
Workgroup 
adding, deleting sheet, —- 244-295 
commands 296-297 
copying data 296 
creating 294-295 
defined 293 


Workgroup (continued) 

displaying all sheets 295-296 
ending session 296 
entering data 295-296 
formatting 186 

identifying 29% 

memory, saving 29% 
WORKGROUP function — 277 
Worksheet 

alignment 186-187 
auditing 242-243, 690 
borders 196 

calculating 

procedure 27 

saving without calculating 290 
cell contents formatting 176 
circular references See Circular 
reference 

closing = 137 

column = See Column 
combining with charts 518 
comments 234-235 
comparing worksheets 691-692 
creating 61-62 

database use = See Database 
date system, changing, effect 291 
deleting 138-139 
dependencies, tracing 691 
dependent worksheets defined 309 
described ix, 61-62 

display 

changing 20-207 

described 61 

options 207 

settings 207 

_ workgroup sheets = 295 
document type =. 20) 

ediiing «95-104 

features 656-65% 

formatting 175-205 

formulas 

displaying 119 

replacing with values 28K 
functions See Function 
gridlines See Gridlines 


Worksheet (continued) 
grouping See Workgroup 


Info window, switching with 246 


information, obtaining 691 
linking See Linking 

Lotus 1-2-3 conversion 51-52 
mapping 691 

memory. conserviyg 135 
menutar 5, 15-16 
multiph” wingows 

arranging 209 

opening 207-209 
scrolling 208 


multiple worksheets See 
Workgroup 


names 
changing 685 
defining 216-217 
described 64, 134 
using 220 
notes, using 238 
numbers, entering 84-86 
opening 
as workgroups 294-295 
automatic opening 69, 548 
existing worksheet 67-68 
Lotus 1-2-3 worksheets $1 
network 68-69, 700-701 
protected worksheets 69 
recent worksheets 68 


outlining 
automatic styles, controlling 
232 
cells, selecting 231 
clearing 229 


collapsing 230 

creating 22-229 

demoting 229-230 

described 225-226 
displaying, hiding 229 
displaying. specific levels 23) 
expanding 231 

formatting 226 

guidelines 233 

hiding rows, columns 233 


ec 
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Worksheet (continued) 
outlining (continued) 


large sections, expanding. 
collapsing 233 


promoting 240 
rearranging 233 
styles, applying = 232 
using 229-234 
page breaking 207, 530-537 
parts descnbed 63-64 
password protection 134, 556-559 
printarea 540-54] 
printing 
described 213 
multiple worksheets 542 
procedure 213, 542 
sections of worksheet 540-54] 
protecting 1.34, 556-559 
read-only status = S58, 701 
row See Row 
saving 
automatic 678-679 
backup files 131-132 
described 129-130 
different folder 134 
different format 132-133 
linked worksheets 135, 305 
Lotus 1-2-3 conversion 57 
procedure 130-131 
quick procedure 131 
without calculating 293 
scrolling 27, 76-78, 208, 211 
series 253 
shading 196-198 
size 
checking 79, 138 
maximum 61 
sMartup folder 549-550 
supporting. defined 309 
templates, creating 551-553 
titles See Title 
troubleshooting 143 
updating, linked worksheets 31> 
using astemplate 551 
viewing, multiple windows to single 
worksheet 207-209 
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Worksheet (continued) 
windows 
displaying 209 
new, opening 209 
workspace file defined 546 

Worksheet Auditor macro 690-69) 
[Worksheet Column Hide See Column 
{Worksheet Column Reset-Width 

See Format Column Width command 
[Worksheet Column Set-Width 

See Format Column Width command 
Worksheet Companson macro 

691-692 
(Worksheet Delete Column = See Edt 

Delete command 
[Worksheet Delete Row = See Edit 

Delete command 
[Worksheet Global Column-Width 

See Format Column Width command 
[Worksheet Global Default Printer 

See File Page Setup command 
[Worksheet Global Format General 

See Format Number command 
[Worksheet Global Format Teat 

See Formatting 
{Worksheet Global Label-Prefix 

See Format Alignment command 


[Worksheet Global protection 
See Options Protect Document 
command 


[Worksheet Insen Column = See Edit 
Insert command 

{Worksheet Insert Row See Edit Insert 
command 

Worksheet menu bar described 5, 15 

{Worksheet Page See Options Set Page 
Break command 

Worksheet select all box described 23 

[Worksheet Titles See Options Freeze 


Punes command 


[Worksheet Window Clear 
See Splitting windows 


[Worksheet Window Honzontal 
See Splitting windows 


/Worksheet Window Vertical 
See Splitung windows 


Workapace 
arranging windows 26 
customizing 544-549 


Window—Zooming, previewing printing 
AW 
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Workspace (continued) 
defined 544 
described 23 
displaying 546-547 
hiding 546-547 
opening 69,544 
saving 136, 547-548 
settings, changing 547 
Workspace file 
creating 69, 544-549 
current Microsoft Excel version 
required 548 
information contained 548 
macros, using 548-549 
naming 558 
opening 544 
saving 136, $47-548 
startup document 549-550 
startup folder 549-550 
Wrapping text 91, 191 
Write reservation password defined 
134 


X 


X-axis See Axis 
XY (scatter) chart 
See also Chan 
creating 398 
described 398 
plotting coordinates 401 


Y 


Y-axis See Axis 
Year See Date 


Z 


Z-axis See 3-D chart; Axis 

Zero, custom formatting symbol 183 
Zoom bution 535 

Zooming, previewing printing 535 


